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The Bureau of the Assembly of States Parties to the Rome Statute of the International Criminal Court, 

 

Mindful that, under article 112 (3) (c) of the Rome Statute, the Bureau shall assist the Assembly in the 

discharge of its responsibilities, 

 

In view of the role of the Bureau in preparing the annual session of the Assembly and the need to 

continue to streamline and increase the efficiency of the sessions of the Assembly, 

 

1. Decides to adopt the enclosed “Guidelines for the preparation and conduct of the sessions of 

the Assembly of States Parties”; 

 

2. Decides to request the Secretariat to distribute the text of the present decision and its 

enclosure among States Parties and Observer States. 

 

Appendix 

 

1. SIDE-EVENTS 

 

a) General 

 

- Side events are organized in the margins of the official meetings of the Assembly.  

- The topic of the side event should be relevant to the work of the International Criminal 

Court/Assembly of States Parties; 

- The Bureau sets the deadline for the submission of requests to organize side events at the 

venue of the Assembly. 

- Side events should be sponsored by a State Party. Side events not sponsored by a State Party 

are to be held in the two rooms allocated to non-governmental organizations, in direct 

consultation with the Coalition for the International Criminal Court; 

- Side events should not be organized during the official working hours of the Assembly 

(10:00-13:00 and 15:00-18:00) so as not to interfere with its work. Side events scheduled 

during those hours will not be included in the Journal of the Assembly.  

- Side event organizers are discouraged from holding side events during the first few days of 

the session (mainly during the general debate or election of judges) as the official plenary 

meetings might be extended during the lunchbreak and into the evening. 

- Side event organizers must provide the Secretariat with the name, date, time and sponsorship 

of a side event. 

- The organizers of side events should plan to hold their event in English or make their own 

interpretation arrangements as the Secretariat does not provide interpretation services for side 

events.  

                                                 
1 Adopted by the Bureau at its meeting on 15 November 2018. 
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- The Secretariat does not send invitations to side events. The invitations should be sent by the 

organizers for their respective side event. 

- Side events are only open to participants accredited to the respective session of the 

Assembly.
2
 Organizers of events seeking selected, not accredited, audiences, or attendance by 

invitation only, should acquire a booking at a different location, i.e. outside the secured 

parameters of the venue of the Assembly.  

- The Secretariat keeps an overview list of all side events. All side events are included in the 

Journal of the Assembly (once all information is available).
3
 In order to be included in the 

Journal, the organizers should send the title of the event, names of the organizers, and time 

and venue, to the Secretariat. The Journal is published on the webpage of the respective 

session of the Assembly. 

- The Secretariat shall make every effort to accommodate all eligible requests for side events. 

However, due to the high demand of side events during the sessions of the Assembly, it might 

not be possible to accommodate all requests at the venue of the Assembly. 

- Official and informal meetings of the Assembly and its subsidiary bodies have first priority 

over other events or meetings. Therefore, side events may have to be cancelled at the last 

minute, and without prior notice, if an urgent meeting of the Assembly or its subsidiary body 

needs to use the meeting room where the side event was scheduled to take place. 

 

b) The Hague 

 

- In addition to the main plenary room, the Secretariat has four mid-size rooms available for 

informal meetings of the Assembly, meetings of the regional groups, and side events, as well 

as five small executive rooms for bilateral meetings requested by States and the Court.  

In The Hague, the Secretariat is responsible for the allocation of rooms and all associated 

services. However, the arrangement and associated costs of any additional services, such as 

interpretation, supplementary IT equipment or catering, are the responsibility of the 

organizers. Organizers of side events are requested to contact the focal point for side events at 

the World Forum Convention Centre. 

Due to the limited space availability, the Secretariat kindly requests organizers of side events 

to send their requests for rooms before the deadline determined by the Bureau, which is 

generally four weeks prior to the commencement of the session. All requests are processed 

depending on availability of the conference rooms, which are allocated on a first-come first-

served basis, and to the extent possible, on the requested dates and time. Furthermore, there 

should be an endeavour to allow all States Parties an opportunity to organize side events at 

the World Forum Convention Centre, given the finite spaces available at the venue.  

- Side events are only open to participants accredited to the respective session of the Assembly. 

Accreditation, registration and issuance of badges are the responsibility of the Secretariat. If 

side event organizers wish to request an access badge for one or more participants (such as 

panellists)
4
 who are not officially accredited to the respective session of the Assembly, the 

Secretariat usually provides them with a temporary access pass valid for the duration of the 

side event. In order to obtain a temporary access pass, the request should first be placed by the 

organizers. Consequently, once confirmed by the Secretariat, the participant is required to 

leave a valid Identification Document (ID card or passport) at the registration desk and to 

collect it again upon the conclusion of the event and return of the temporary pass to the 

registration desk. 

- The Secretariat ensures that the rooms are tidy and free before each side event. The 

Secretariat also places signs outside the conference rooms indicating the name of a respective 

side event. The configuration of the rooms cannot be altered and the organizers are requested 

                                                 
2 Registered States representatives, invited inter-governmental organizations and accredited non-governmental organizations. General public, 

staff of other organizations located in The Hague, academia, etc. interested in attending a side event are not accredited participants of the 
sessions of the Assembly. 
3 An advance version of the ASP Journal is posted on the web page of the Assembly four weeks prior to the commencement of the session. 
4 Not applicable to non-accredited general public, such as staff of other organizations located in The Hague, academia, etc. interested in 
attending a side event. 
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to remove all their materials after the conclusion of the side event as side events take place in 

conference rooms where official meetings are also held. 

 

c) New York  

 

- At the United Nations Headquarters (UNHQ), the Secretariat is not in charge of room 

allocation for side events nor does the Secretariat cover any costs associated with these events. 

- Delegations interested in organizing side events must request a conference room directly with 

the United Nations via their respective Permanent Missions. Their request should be directly 

addressed to the relevant conference services departments of the United Nations, which then 

dispatch the pre-booking to requestors via appropriate channels. 

- All associated services and required equipment must be booked via the respective Permanent 

Mission. 

- Arrangements and associated costs of any additional services, such as interpretation, 

supplementary IT equipment or catering are the responsibility of the organizers, who should 

contact the United Nations directly. 

- Issuance of badges is controlled by UN Security. If a side event participant is not a delegate 

nor accredited through a non-governmental organization, the organizing State must request 

the United Nations access pass on the participant’s behalf.  

- The sale of any printed materials or goods at the UNHQ during the side events or at any other 

time is strictly prohibited.  

 

2. GENERAL DEBATE 

 

a) Pre-session 

 

- Once the programme of work for the session of the Assembly is approved by the Bureau,
5
 the 

Secretariat sends a note verbale informing States of the dates when the General debate 

segment is scheduled, as well as the opening date and time for inscription on the list of 

speakers. The list of speakers is open for inscriptions six weeks prior to the session of the 

Assembly.  

- The Secretariat only accepts written inscriptions sent after the opening date and time. 

Inscriptions sent prior to that date and time will not be taken into consideration and will have 

to be resent. 

- The list of speakers is divided into four categories: 

a) States Parties; 

b) Observer and invited States; 

c) Intergovernmental Organizations; 

d) International Criminal Court Bar Association;
6

 and non-governmental 

Organizations. 

- The order of speakers within each segment
7
 is based on a first-come, first-served basis. 

Therefore, the Secretariat records the inscriptions of delegations based on the exact time and 

date of the request for inscription. 

- Within each segment, Ministerial level speakers are accorded precedence on the list, followed 

by Vice-Ministers.  

- A State speaking on behalf of a group of States is also accorded precedence on the list of 

speakers.  

- The allocated time slot is determined as follows: 

a) If the speaker is a Minister, the allocated time slot is at the beginning of the 

Ministerial level, i.e. he/she would be the first speaker at the Ministerial level. 

                                                 
5 Usually in the course of September. 
6 Bureau decision of 18 October 2017. 
7 A segment is the three hour period of a morning/afternoon plenary devoted to the General debate. 
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b) If the speaker is a Vice-Minister, he/she would speak immediately after the 

Ministerial level speakers and would be the first speaker at the Vice-Minister 

level. 

c) If the speaker is not a Minister or a Vice-Minister, the allocated time slot would 

be immediately after the Ministerial and Vice-Ministerial level speakers. 

d) In the case of two or more speakers at the same level, the general rule will be 

applied and the time slot shall be accorded on a first-come first-served basis.  

- Each delegation will be allocated one slot only, irrespective of the level of representation.  

- Delegations are advised that any changes to the level of representation for the General debate 

segment should be communicated as soon as possible to the Secretariat. In case of a change in 

level of speaker (from Minister/Vice Minister to lower level) the delegation shall be inscribed 

in the order in which the initial request was received.  

- The list of speakers shall be prepared on the basis of the agreed five minute statement by 

each delegation.  

- States may wish to participate in the General debate by making written submissions instead, 

which would be posted on the website of the Assembly. The Bureau of the Assembly 

encourages States in a position to do so to submit written statements only. 

- One week prior to the commencement of the session of the Assembly the Secretariat will send 

an e-mail to each delegation with the approximate date and time of their allocated time slot on 

the list. Delegations should bear in mind that the indicated date and time is approximate. 

 

b) In-session 

 

- The list is made public on the first day of the General debate and placed at the conference 

officer’s desk in the conference room. 

- In order to assist the speakers with the timely delivery of their statements, a light mechanism 

(timer) will be installed at the lectern and set to five minutes. 

- Delegations wishing to change their allocated time slot can do so by approaching another 

delegation and securing a swap of the time slot. If this is the case, the delegations should 

inform the Secretariat of the changed time slot as soon as possible.   

 

c) Post-session  

 

- After the closing of the General debate segment, the Secretariat shall prepare a final list of 

speakers and post it on the Assembly web page with the respective statements. All statements, 

including written submissions, shall be listed on the website in alphabetical order within their 

respective categories. 

- The Bureau encourages delegations to submit an electronic copy of their statement to the 

Secretariat as soon as possible so as to enable the Secretariat to post them on the website. 

 

3. DOCUMENTS 

 

a) Paper-light 

 

- In accordance with the ”paper-light” approach endorsed by the Bureau the Secretariat 

continues its endeavors to increase the efficiency of meetings by providing delegations with 

electronic access to meeting programmes, agendas, documents and statements, while at the 

same time reducing the carbon footprint and waste, as well as providing financial savings to 

States Parties.  

- In this context, the Secretariat shall provide the documents for Bureau meetings and the 

meetings of its Hague and New York Working Groups in digital format only, with the 

exception of the budget, the draft reports to be considered for adoption by the Bureau, and 

any other document which the President or the respective Vice-President deems necessary to 

be available in printed copy at the meeting. 
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- All States Parties are encouraged to use the Extranet designed for the work of the subsidiary 

bodies of the Bureau and the Assembly, containing all necessary documentation on the work 

in progress.
8
 

- With regard to the sessions of the Assembly, pre-session documents shall be made available 

to delegations on a USB stick as soon as possible after the opening of the session. 

 

b) Distribution of documents, paper and statements 

 

- Any document, paper or statement that representatives wish to circulate in the room can only 

be distributed by the Secretariat staff once the distribution is authorized by the presiding 

officer. In such cases, representatives are requested to provide 250 copies to the conference 

room officer.  

- Written statements shall not be reproduced at the expense of the Assembly and shall not be 

issued as official documents. 

 

c) Statements made before or after the adoption of resolutions 

 

- The Secretariat shall reflect in the Official Records of the respective session the statement as 

delivered at the respective plenary meeting of the Assembly. 

 

 

*** 

                                                 
8 ICC-ASP/14/Res.4, para. 65(e). 


