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Attachment IV
Establishing an Effective Reporting System for Individual States
1. Introduction

As outlined in the foreword of the Manual, the principles and methodologies for an effective reporting system described in relation to the State Union system can easily be adopted and applied to reporting by individual states. This attachment outlines such a system. 

2. An Effective Reporting System
An effective reporting system is presented in the following flow chart: 
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International Treaty Body

On the very top of the chart is the international treaty (UN/CoE) body which monitors the situation related to human rights in countries, which are parties to a given human rights convention. Countries, which are party to an international convention, have reporting obligations to the treaty body in question. However, the role of a treaty body does not end with an official submission of a report. Reports serve as instruments of improvement; thus, international treaty bodies often take a very proactive role when a report has been submitted. They review the report and provide their feedback to the state party. The objective of this feedback is not only to point out good or bad aspects of the report, but rather to provide aid and guidance to the state party on how to improve the current situation or how to improve future reporting. The response of the treaty body includes additional questions and clarifications, statements and requests for the next report.

Government 

The Government defines foreign policy objectives and approves the final version of the report, which is the OUTCOME of the steps in relation to the preparation of the state report. 

State Focal Point

The government appoints a ministry to be Focal Point of the reporting system and this is where the final report is prepared based on the contribution from relevant ministries and other state bodies. The Focal Point is the essential coordinator in the reporting process. 

The Focal Point is responsible for managing the process of putting together the report including gathering input and data from all involved institutions which also besides governmental bodies also can include information and reports from media, civil society, and academia and should maintain a regular dialogue with those.

Once the necessary information for a given report has been gathered, the reporting officer within the ministry begins the actual writing of the report. Subsequently, he/she combines the report prepared by the competent bodies in a final version. This final version is submitted to government for its approval. After the approval the final version is sent by diplomatic channels to the relevant UN / Council of Europe bodies.

After the preliminary consideration of the report by the relevant UN or Council of Europe body, the Focal Point undertakes the follow up activities which include submission of supplementary information to the treaty body. 

When the treaty body has processed the report it submits its recommendations to the Focal Point which then informs all those who participated in preparing the report, disseminates the report including recommendations and the records documenting considerations from the process. Thereafter the Focal Point starts the preparation of the (next) periodic report. Such activities, in particular the follow up on reports and recommendations by international treaty bodies, should include relevant stakeholders, experts, and civil society.

Relevant Ministries
Relevant Ministries are responsible for delivering certain OUTPUTS (their parts of the report). In an effective system, these ministries will have a well-maintained and regularly updated database at their disposal, which contains data related to their area of competence and activities from which these ministries will draw on writing the report.

Reporting and Monitoring Departments 

In an effective reporting system, each of these Relevant Ministries should have a separate function/person exclusively in charge of reporting and monitoring. This function would manage a series of separate ACTIVITIES that would have to be carried out in order for the OUTPUT (report or a part of the report) to be delivered. While the function in charge of reporting would coordinate the activities, relevant departments of the same institution will be firmly included in the process. 
State Response to Concluding Observations and Suggestions

The transfer of information is a two-way flow of information and is related to different stakeholders in charge of producing reports or parts of reports to international treaty bodies as well as to the state’s reaction to the observations and recommendations of treaty bodies. If the country does not properly addresses the feedback given by the treaty body to which the report has been submitted, the report does not fulfil its main purpose, which is monitoring of the implementation of international obligations and improvement of human rights in the state. In order to facilitate the transformation of the concluding observations into the political process of the country, some states organize meetings and conferences as a follow up on concluding observations. These meetings can include participants from the media, academia, civil society, and key stakeholders.

In practice, after a report has been officially submitted to the UN or the Council of Europe, the committee in charge sends the concluding observations and suggestions back to the Ministry of Foreign Affairs that forwards these to the Focal Point, which in turn informs other relevant institutions about the concluding observations and recommendations of the treaty body (UN or Council of Europe) and, if necessary, asks the institutions for additional information. 

It is important to stress that all competent institutions should be informed about recommendations and observations of the treaty bodies, in order for the convention in question to be implemented in practice. It is possible to programme the national activities in relation to how a state should act on the observations and suggestions, which are especially important in cases where several ministries are in charge of implementing the convention (see further down ‘Managing the Reporting Process’).

3. Flow of reporting

An effective reporting mechanism is not a one-way street. Reporting is best understood as a cycle which is never complete, but rather a continuous process, which includes the preparation of reports and their follow-up both at the national and international level. 

The following cycle illustrates the logic of this approach to reporting and shows the dynamic and importance of a proper follow up mechanism to the recommendations. The cycle may also give an indication of the high degree of responsibility of the different actors both in relation to reporting to the international institutions and the implementation of their recommendations. Indicators enabling the state to measure the human rights situation are an important part of the cycle; indicators are explained in the Manual Part 3 ‘Indicators in an Effective Reporting System’. 

The different steps in the cycle are: 
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Step 1.Kick-off document (including overall project plan) 


Every new report or follow up on a report sets out with a kick-off document, which is plan for that specific ‘Report Writing Project’. The kick-off document contains the political input/the political guidelines for the work of writing the report, the time schedules and the structure; that is: who is going to be involved, when, doing what and reporting to whom. The kick-off document is prepared by the Focal Point in cooperation with relevant ministries. The Focal Point is using the document as the coordinating tool for the project of reporting and writing the specific state report. 
Step 2. Legal framework analysis

Second step in the preparation of a country report is a review of the legal framework related to the specific treaty. The output of that component is a situation report including proposals for law review and law reform initiatives. The situation report is forwarded by the Focal Point to the relevant Ministries for their consideration and further action if so decided. Within this analysis it is necessary to determine statistical data by which it is possible to follow the implementation of laws. Based on these data it is possible to develop overall national indicators for specific areas addressed in the specific convention. The legal framework methodology analysis can be found in Attachment 3 of this Manual.
Step 3. Follow up analysis on previous recommendations

Third step is the follow up on recommendations from the UN/CoE treaty body in relation to the previous report. The recommendations are forwarded to the relevant Ministries by the Focal Point in order for these to review them, so they can become, in total or partially, part of the policy of the relevant institutions. Based on the recommendations from the treaty body, national indicators can be defined for specific areas if feasible for monitoring purposes.
Step 4. Progress analysis since last report

The result of the fourth step is a progress report analysing reform and other relevant activities, which have taken place since the last report, and which first of all includes activities undertaken in the relevant ministries and by the parliament as a result of law review and/or reform proposals (step 2). The analysis will also include current and planned activities, as well as initiatives proposed in connection with other treaty report processes. The Focal Point forwards this progress analysis report to relevant institutions. In this step national indicators for follow up on the progress in areas that are not included in the legal framework analysis (step 2) or in the follow up analysis on previous recommendations (step 3)  can be defined. 

Step 4a. Consultation with NGOs and other stakeholders 

Within the progress follow up analysis it is necessary to establish communication between state institutions and civil society. This mainly refers to the information included in alternative reports of the NGO sector, which has to be considered during the work on the progress follow up analysis.

Step 5. Writing of a Country Report

In the next step, the Focal Point writes the state report. The Focal Point combines the reports of the relevant ministries and other institutions and writes the final report. This step also includes the procedure for governmental approval of the official report by the government. The outcome is the official state report, which is submitted to the respective UN/CoE treaty body.

Step 6. The Treaty Body process

Upon reception of the state reports, the relevant treaty body compiles a list of additional questions to which it is necessary to answer in written or orally during the process of consideration of the report. 

Step 7. Feedback Report

The Focal Point receives the comments and recommendations from the treaty body and sends them to the relevant institutions with a request for feedback on the comments and recommendations and their possible implementation. 

These recommendations and comments can be seen as a ‘to do list’ for improvement initiatives for each ministry and the list will be point of departure for the follow up component in the next report.

The government will consider the material and give political guidance. Based upon this the Focal Point will write a feedback report containing specific feedback to all Resort Ministries and other involved operators in regard to the comments and recommendations from the treaty body. 

The feedback report will include a chapter defining the chosen national indicators needed to deal with the recommendations from the treaty body as well as national indicators needed for the next report. For each indicator there will also be a specification of how to measure the indicator. 

Step 8. End Report 

When the feedback report is finalised the Focal Point will write an end report evaluating the total process used to elaborate the specific state report. The evaluation will include the identification of success and failures and conclude the lessons learned and recommendations for future country report projects. In the end report all indicators identified during the process should be collected in an annex where the trends of the indicators are presented. 

Furthermore, there will be a list of all national indicators linked to the treaty reporting system in total and a ‘to do list’ identifying those indicators where update or further development will be needed and/or useful.

The end report will be the point of departure for the kick off document (Step 1) for the next report, and the indicators from the previous end report will be the bridge to the next kick off document.

Step 9. Monitoring
Step 9 illustrates the monitoring, which will take place as part of the relevant ministries and other operators day-to-day operations using the indicator system as a management tool: The Focal Point presents the list of indicators collected in the end report to the statistical offices which in co-operation with the relevant operators will design the method by which the indicator can be monitored. Then the statistical offices will monitor and measure the indicators with a specific frequency and based on this they will report back to the operators. The indicator system is explained in Chapter 3.3 of the Manual.   

4. Managing the Reporting Process

In this part the methodology for managing a reporting process on different levels will be explained.  In an effective system of reporting, the Focal Point is responsible for managing the reporting process. There are numerous activities which need to be done before finalizing the report. For each of these activities a timeframe should be set in order for the report to be presented in a timely manner - programming activities. Finally, and maybe most importantly, every activity should be assigned to a specific actor who has the responsibility for delivering the activity within the decided timeframe. When we talk about a big number of activities with many responsible actors, a good way of managing the reporting process is by using tables (Gant Charts/"Gantogrammes") as can be seen in the following. 

4.1. Overall Project Plan Timeframe for managing the reporting cycle

The overall project plan timeframe is outlined in the kick-off document. The aim of the overall project plan is to define the future and necessary activities in order to complete a report: who is responsible and timeframes. The overall project plan timeframe for conducting the reporting cycle includes a number of main tasks covering the different steps in the reporting cycle as shown above. (kick-off document, legal framework, follow up analysis, progress analysis, report writing, treaty body process, feed back report, and end report). 

This model represents the overall project plan timeframe, which covers different steps in the reporting cycle except for step 9 ‘Monitoring’ which is an ongoing cross-cutting activity not only relevant to the reporting cycle but also instrumental for managing state operators in their ordinary day to day business.
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4.2. Plan for Managing Each Main Task

Every step (main task) within the reporting cycle comprises a number of specific tasks in order to achieve the main task, which can be dealt with as shown in the following table representing the second level of the model. 
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Furthermore, each of the specific tasks comprises a number of activities which have to be performed in order to deliver the task. Therefore, it is possible to break down the table even further into a sub-table, as it is shown in the model below – representing the third level.
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4.3. Kick off Document (Step 1 in the ‘Reporting Cycle’)
In the following example the methodology just described is applied on Main Task 1.1. from the Overall Project Plan Timeframe ‘Kick-off Document’ (Step 1 in the Reporting Cycle) 

Whereas the Focal Point can use the kick off document as a mean for coordinating the reporting project, this step or main task has to be prepared so that it gives an explanation for all the other steps of the reporting cycle. 

First task in this step is to prepare guidelines which the Focal Point will forward to the Resort Ministries and other involved institutions. 

Then the Focal Point drafts the activity plan, subsequent to what all participants/institutions in a participatory process should contribute to the draft kick off document-activity plan. Furthermore, they should define tasks and activities, which could be presented as described in the previous models. Contribution of each and every institution will be related to step 2, 3 and 4 (legal framework analysis, follow up analysis and progress analysis) which will also include functions/persons responsible for defined tasks or activities and timeframes related to these.

Based on the information collected from all involved institution, the Focal Point consolidates all models for main tasks, tasks and activities and define the project structure, and finalize the kick off document / activity plan. 

In accordance with the defined project structure the Focal Point will be able to make an assessment of training needs.  

Kick off Document - Activity Plan

	Type of report in question

(initial or periodic)
	RESPONSIBLE
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	2007

	
	
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10
	11
	12
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10
	11
	12

	MAIN

TASK 1
	KICK OFF DOCUMENT
	Focal Point
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Task 1
	Guidelines for drafting kick off document
	Focal Point
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Task 2
	Draft kick-off document
	Focal Point 
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Task 3
	Input from involved parties including GANTT charts for main tasks 2, 3 and 4
	Relevant Ministries

Involved Institutions
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Task 4
	Project structure/

organogram
	Focal Point
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Task 5
	Final document
	Focal Point
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Task 6
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