UN
VOLUNTEERS

Candidate Pre-assighment — Standard Operating Procedure

Responsible Unit

Volunteer Solutions Section (VSS)

Focal Point

Volunteers Solution Section — UN Volunteer and On-line Volunteers
Pillar

Effective Date

1 October 2021

Applicability

All UN Volunteers

1. ATLAS HCM User Guide
Unified UN Volunteers Conditions of Service

N

3. Instructions for candidates sent after offer acceptance (see annex 1)

Processes specific to a particular workflow are indicated by the colours below.

Full Funding

UNHCR

International



https://undp.sharepoint.com/sites/LocalPayroll_Induction/User%20Guides/UNV%20Atlas%20HCM%20User%20Guide%20(2020).pdf?cid=24b3e037-f41d-4bd9-a3eb-1dc7ab7c5ccb
https://undp.sharepoint.com/sites/LocalPayroll_Induction/User%20Guides/UNV%20Atlas%20HCM%20User%20Guide%20(2020).pdf?cid=24b3e037-f41d-4bd9-a3eb-1dc7ab7c5ccb
explore.unv.org/cos

UVP generates tax and
conltract confirmation
standard letters and

saves in UN Volunmeer's

document fibrary

Contract stan date




Pre-assignment process at UVP launch (NUNV)

Contract start date

Entry lump sum for
NUNVs is paid
automatically in Atlas
after entry on duty.




Responsible party or person

Country | Country
presence| presenc
(PA/PAn)| e (PAn)

Process step

No
Country
Presenc

e

Description

Document
s

System
role

Comments

FOR UNDRR assignments VSC to keep
Geneva based UNDRR focal points
informed as per UNDRR workflow

Review the offer letter saved in the UVP document
library.

Once the candidate reads and accepts
the offer, then pre-departure task is

1. Candidate Review offer Accept or dec.llne the offer in UVP: L Candidate created the "Dashboard"
letter - Candidate can accept the offer by clicking . "
“ ” . L In case he/she withdraws then it's
on “Accept” or decline by clicking needed to provide the reason
“Withdraw” P )
1.1, UVP Notify HE Email HE to confirm candidate has declined the
offer.
Once HE moved waitlisted candidate to
. . preferred candidate, OA-Recruiter will be
Options are to re-open recruitment, request more . .
candidates to be submitted or go to waitlist. If able to perform final clearances (if
Candidate declines: Decide next . . . o g ’ needed) and issue the offer. UNHCR APRS
1.2. HE candidates available in waitlist:

steps

Choose the next preferred candidate from the
“waitlisted candidate list”.

will not be automatically notified of

decline. Recruiter to trigger new HR

clearance and UNHCR field unit to
facilitate and respond.



https://undp.sharepoint.com/sites/UNVknowledgeMng/SitePages/UNDRR-recruitment-over.aspx

Document System
s role
Email instructions to complete tasks in UVP. MS3 form applies to both National
Separate email for medical clearance instructions. MS.3 form System and International Volunteers

Comments

Responsible party or person Process step Description

In cases where the UN Volunteer
declines to take up assignment after
signing the Offer or the Contract, they
will be required to refund to UNV any
amounts that have already been
disbursed (such as Entry Lump Sum,
cost of travel to the duty station,
etc.). If they do not refund the sums
disbursed, they will be excluded from
future opportunities to be a UN
Volunteer, information on
outstanding debts may be disclosed
to other UN entities, and appropriate
legal steps may be taken to recover
outstanding debts

Check the pre-assignment tab in UVP regularly to This is a temporary solution until a

3. OAVM Check pre-assignment tab in UvP| check for candidates who have recently accepted handshake between recruiter and OA
the offer. VM is developed in UVP

Candidate accepts the offer:
Uvp .
2. Email volunteer

Monitor the candidate’s pre-departure progress This is a temporary solution until a
4. OAVM Monitor pre-departure progress | Using the ‘activity log” on the specific assignment graphical ‘progress bar’ is developed.
detail page of UVP.

Candidate pre-assignment tasks

For UNHCR and UNICEF only : For UNV candidates who have not yet been vaccinated, and who may not have access to a vaccine in their country of residence, the HE will
facilitate access to vaccination as soon as possible. How this will be facilitated and the impact it may have on their start date will be considered on a case-by-case basis.

Medical clearance



https://undp.sharepoint.com/:w:/r/sites/UNVknowledgeMng/FormServerTemplates/MS3%20UNV_ENG.docx?d=w056e246850954ca7949a7690c0b6765e&csf=1&web=1&e=PDGVKO

Atlas Finance (IUNV only)

or feedback from candidate in UVP if needed. Add
vendor ID in banking page of UVP.

Share candidate information with EarthMed when System
1. uvpP Push candidate info to EarthMed | offer accepted in advance of MS3 form being sent
by candidate.
) ) Fill in the MS3 form and send to Medical Services in| MS.3 form
2. Candidate Complete medical form . . .
Geneva by email. unogmedicalservice@un.org
. . . Enter medical clearance outcome in EarthMed
2.1.| UN Medical Service Medical clearance Result is saved result in UVP history log.
If further information is required for medical
2.2.| UN Medical Service Request further information clearance. Mark status in EarthMed and request
information from candidate by email
Candidate and OA both receive
3 Candidate Complete ‘Medical form sentto | Complete the task in UVP to confirm medical automatic email once the candidate is
UN Medical services’ task clearance form sent. medically cleared. Refer to UNV
features updates dated 14 Jan 2022
Adding bank details
Complete banking information task in UVP available How to enter banking information:
1. Candidate Enter banking info in UVP under dashboard. User is taken to banking entry Candidate Interactive version
page. Complete form and submit. web-page version
For National UN Volunteers GSSU
receives the notification when UN
Volunteer is hired in ATLAS to create
vendor in Atlas HCM. Request to
enter information in Atlas Finance are
to be triggered by OA in UVP only if
Create vendor in Atlas Finance and confirm entry needed. This requires that the data
b GSSU KL Enter banking information into using task in UVP. Request additional information GSSU user already be entered in UVP by the

candidate.

All Vendor to be created and
approved under UNV10 Business Unit

For ATLAS Agencies Vendors need to
be created under agency business
unit and approved by them



https://undp.sharepoint.com/:w:/r/sites/UNVknowledgeMng/FormServerTemplates/MS3%20UNV_ENG.docx?d=w056e246850954ca7949a7690c0b6765e&csf=1&web=1&e=PDGVKO
https://undp.sharepoint.com/sites/UNVknowledgeMng/SitePages/UVP-feature-updates-14-January-2022.aspx
https://undp.sharepoint.com/sites/UNVknowledgeMng/SitePages/UVP-feature-updates-14-January-2022.aspx
https://unv.nickelled.com/submit-banking-information
https://unv.nickelled.com/submit-banking-information
https://unv.nickelled.com/update-bank-details-while-serving.html

IMPORTANT BANKING NOTICE FOR NEW HIRES FOR TELECOMMUTING UNHCR VOLUNTEERS
If the banking details are added by GSSU UNYV after the telecommuting action has been added in Job Data, GSSU UNV may not be able to enter the specify net pay elections if the source bank

linked to the location is not the default source bank of the pay group.
GSSU UNV will need to request the Regional Payroll Associates in GPS for assistance to ensure that the default source bank of the pay group is selected (exceptions may apply when default pay

group source bank cannot pay to UN Volunteer to the volunteer’s beneficiary bank).

Pre-deployment process for international UN Volunteer (IUNV) candidates. (sharepoint.com)

Mandatory learning



https://undp.sharepoint.com/sites/UNVknowledgeMng/SitePages/Pre-deployment-process-for-international-UN-Volunteer-(IUNV)-candidates.aspx

Candidate

Complete mandatory courses

Complete courses in eCampus.

Prevention of Harassment, Sexual
Harassment and Abuse of Authority

Prevention of Sexual Exploitation and Abuse
of the Local Population (PSEA)

BSAFE

New Mandatory Course for UN Volunteers in

Ukraine - Basic First Aid Course (BFAC)

UNV disseminate short booklets and longer
document on BFAC to candidates/volunteers in
Ukrainian / Russian languages

UNOG accepts that volunteers complete studying
the short booklet before submitting medical
clearance

Volunteers should indicate in the medical
clearance form (next to the signature filed —
“UNBFAC completed on XX/XX/XXXX) that they
have studied and understood the content of the
booklet.

Note:

1. The mandatory courses are to be
completed upon registration and prior to
commencement of service. There is no
expiration date on the following
mandatory learning completions.

° Prevention of Harassment,
Sexual Harassment and Abuse of
Authority

° Prevention of Sexual Exploitation
and Abuse of the Local

Population (PSEA)
e BSAFE

2. Courses to be completed upon
registration, and latest within one
month of commencement of service

e  E-learning modules on UNV
Conditions of Service including
Know your obligations and
rights

e  Ethics and Integrity

e Volunteer for Sustainable
Development Goals

3. Upon registration, and latest within
three months of commencement of
service

e Information Security Awareness
e  Cultural Awareness and
Working in Multi-Cultural

Environments



https://learning.unv.org/
https://learning.unv.org/enrol/index.php?id=21
https://learning.unv.org/enrol/index.php?id=21
https://learning.unv.org/enrol/index.php?id=61
https://learning.unv.org/enrol/index.php?id=71
https://learning.unv.org/enrol/index.php?id=21
https://learning.unv.org/enrol/index.php?id=21
https://learning.unv.org/enrol/index.php?id=21
https://learning.unv.org/enrol/index.php?id=61
https://learning.unv.org/enrol/index.php?id=61
https://learning.unv.org/enrol/index.php?id=71

e | know Gender including
Volunteerism and Gender

e  UN Human Rights
Responsibilities

o Disability Inclusion: building an
inclusive and accessible United
Nations

e  Greening the Blue

Upload the certificates via the tasks in UVP

Candidate Upload course certificates dashboard and assignment detail page. 1 certificate
per task.
Check that the correct certificate was uploaded and
OAVM Confirm course task complete confirm. If not correct, reject task. Returns to

candidate to try again.

Upload beneficiary information

How to complete and upload a

Download and complete beneficiary form. Sign beneficiary form:

Candidate Complete beneficiary form. Candidate . .
form. Interactive version
Web-page version
Candidate Upload beneficiary form Upl'oad to UVP V|'a task in UVP dashboard and
assignment detail.
Check that the beneficiary form was correctly
OAVM Confirm beneficiary task complete completed, signed and uploaded and confirm. If not|

correct, reject task. Returns to candidate to try
again.

Visa and/or government clearances (IUNV only)

As per the conditions of service,
volunteers are responsible to ensure
they have all necessary clearances
before travel.

With assistance from, HE, CC/PA through OA, obtain all

Candidate Visa and/or government clearance = required visas, including transit visas, or confirmation that
visas are available and will be issued upon arrival.



https://unv.nickelled.com/upload-beneficiary-form
https://unv.nickelled.com/upload-beneficiary-form
https://unv.nickelled.com/upload-beneficiary-form.html

2. Candidate

Complete visa task

3. Confirm visa task complete

Complete task in UVP to confirm that visa has
been obtained or will be obtained on arrival.
Upload evidence of visa or confirmation.
Check that the visa information uploaded and
confirm. If not correct, reject task. Returns to
candidate to try again.

If visa is not required upload ‘Visa not
required confirmation’ form.

This triggers the ‘Confirm travel date’
task in UVP

Travel payment process (IUNV only)

1. Candidate Travel date

2. Candidate Complete travel date task

3. Travel quotation

a. OA VM Complete travel date task

5. UNV Travel Provide quote

check OneHR clearance (UNHCR
Volunteers only)

7. Pay travel lump sum (voucher)

Agree with UNV and host entity (incl. UNV Field
Unit, where present) on travel date to country of
assignment.

Complete travel date task to confirm tentative
travel date.

Review travel date under assignment detail page
and airport of departure under candidate profile.
Create a new Travel Quote case in Salesforce P2P
and submit to UNV Travel

Confirm via travel date task in UVP that quote has
been entered in Salesforce

Enter travel quote into salesforce case. Task is
created in UVP to request OA to create payment
request in UVP.

OA VM checks the status in the UVP about OneHR
clearance

Raise voucher in Atlas Finance for payment the
lump sum travel payment. Copy the voucher link.

Creates task on OA VM dashboard.

As a temporary workaround travel and entry
lump sum should be paid in separate vouchers.
The workflow will be improved to allow
combined payments.

If the assignment starts as telecommuting the
payment can be raised as payment request
(payroll) when the UN Volunteer travels.

OA processes payment of the travel ticket
lumpsum only after oneHR positive clearance is
granted and recorded in the UVP by OA Recruiter

10



10.

11.

12.

13.

Record voucher payment

Approval

Notify payment approved

Trigger case creation in Salesforce
P2P

Confirm voucher approved

Notify payment requester

Create a payment request in UVP to record the
voucher payment for lump sum travel.

Review payment request in UVP. Click link in
request to go to Atlas Finance. Approve voucher in
Atlas Finance and complete task in UVP.

Notify candidate through email that the payment
has been approved

Create Salesforce record of the voucher approval

Atlas triggers approval of case in salesforce and
marks the case status as ‘pay cycle’.

Notify by email that voucher has been approved.

Candidate

Travel ticket and security clearance

Security Clearance

Check security clearance

Enroll with UNDSS TRIP, and request security
clearance for travel to duty station using the
instructions provided by UVP after acceptance of
offer. Upload in UVP via task.

Guide: how to complete and upload a security
clearance:

Check that candidate has uploaded the security
clearance correctly. If not correct, reject task.
Returns to candidate to try again.

If travel itinerary changes, TRIP clearance
to be updated.

In such cases, document should be
uploaded to document library until
additional functionality developed.

Candidates who are already living in the
duty station should upload proof of TRIP
registration. Candidates who are
telecommuting should upload the

telecommuting confirmation form.

The security clearance task happens after the
rest of the tasks are complete and the entry
allowance payment is triggered

11


https://unv.nickelled.com/security-clearance
https://unv.nickelled.com/security-clearance.html
https://eur03.safelinks.protection.outlook.com/?url=https%3A%2F%2Funv.nickelled.com%2Fsecurity-clearance.pdf&data=05%7C01%7Cranjita.upadhyay%40unv.org%7Ca63ca266400046bfe38808da79eb1cc6%7Cb3e5db5e2944483799f57488ace54319%7C0%7C0%7C637956347966549184%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=WsYMfOzw%2BLXyy6A9wHe6oihO34R%2BBy481OnzcHsbh1I%3D&reserved=0
https://explore.unv.org/sites/default/files/2021-10/Telecommuting_confirmation_form.docx

Purchase travel ticket and upload
itinerary
3. Candidate

a. Check travel ticket

Finalise pre-assignment

A volunteer confirms arrival date with host entity
and field unit (where available) or OA before
purchasing their own ticket

Check that candidate has uploaded the travel
ticket correctly. If not correct, reject task. Returns
to candidate to try again.

When all pre-assignment tasks are complete, the workflow continues as below.

Confirm all pre-departure tasks
5. completed including banking
details
Trigger entry lump sum payment
request

Prepare entry lump sum voucher

Email candidate and OA.

Trigger entry lump sum payment request

Review the payment request task in UVP. Raise voucher
in Atlas Finance for payment of entry allowance
together with the lump sum travel payment. Copy the
voucher link.

Atlas
Finance
user

If travel not needed or telecommuting,

upload the telecommuting confirmation
form.

If no travel is required, they no longer need
to complete the 'upload travel ticket' task

upload travel ticket task happens after the
rest of the tasks are complete and the entry
allowance payment is triggered

Entry lump sum is paid to all Candidates
regardless of travel status

OA-VM/Payroll Associate have the
responsibility to ensure all clearance is
obtained prior to releasing/payment of
pre-departure entitlements

12


https://explore.unv.org/sites/default/files/2021-10/Telecommuting_confirmation_form.docx
https://explore.unv.org/sites/default/files/2021-10/Telecommuting_confirmation_form.docx

To complete this task, information is
needed from the voucher raised in Atlas
Process entry lump sum Return to the UVP task in step 6 and submit the UVP Finance
payment request.

Notify candidate through email that the payment has

Notify payment approved been approved

Trigger case creation in Salesforce
P2P

Create Salesforce record of the voucher approval

Atlas triggers approval of case in salesforce and marks

Confirm voucher approved ' >
the case status as ‘pay cycle’.

Notify payment requester Notify by email that voucher has been approved.

. UVP sends notification to mobilization user with
Send notification to generate . .
uvpP commencement of service date when contract is ready
contract .
to be issued
uvep Create contract date Add ”generate contract task” to OA VM dashboard
Perform generate contract task. Enter start date, end
OAVM Generate Contract

date.
UVP saves date stamped contract in UVP
document library.
In cases where the UN Volunteer declines to
take up assignment after signing the Offer or

Review contract saved in document library and confirm the Contract, they will be required to refund

acceptance (or not) in UVP. to UNV any amounts that have already been

Candidate Review contract disbursed (such as Entry Lump Sum, cost of

travel to the duty station, etc.). If they do
not refund the sums disbursed, they will be
excluded from future opportunities to be a
UN Volunteer, information on outstanding
debts may be disclosed to other UN entities,
and appropriate legal steps may be taken to
recover outstanding debts




Arrival documentation Send security information, country information,
11. PA HE logistical information and other arrival related
information to the UN Volunteer.
Record telecommuting (if Using UVP task, record the telecommuting status of UN
12. OAVM relevant) Volunteer (if relevant). Upload proof provided by host
entity.
Abbreviations

APRS — Affiliate Partnerships and Recruitment Section

CC - Country Coordinator (UNV Field Unit)

GSSU — Global Shared Services Unit (Kuala Lumpur)

HE — Host entity

OA VM — Operations Associate Volunteer Management (VSC)

OA TL — Operations Associate Team Lead (VSC)

PA — Programme Assistant (Field unit)

RPS — Regional Programme Specialist (Regional Office)
VSC — Volunteer Services Centre

UVP — Unified Volunteering Platform

14



ANNEX 1 - Instructions for candidates sent after offer letter accepted

International UN Volunteers
Hello
Thanks for accepting the UNV offer for AssignmentTitle in DoaCountry.

This email explains the next steps in the recruitment process. All these steps must be completed before UNV can issue you your UN Volunteer contract. They must also all be either completed

or and/or recorded in UNV's Unified Volunteering Platform (UVP) so that UNV can track your progress.

Step-by-step guides for completing these tasks in UVP are available at explore.unv.org/resources.

In addition to reading the information below, we recommend you go to UNV's Onboarding Portal. The portal is a step-by-step guide to the pre-deployment and onboarding processes.
Your UVP user ID
Your UVP user ID is: Candidateld

This ID is used for certain functions during the recruitment process such as eCampus.

Here is the list of tasks you need to complete. They are described in more detail below

e  Enter your bank information in UVP
e  Complete your medical clearance
e  Apply for visas and other government clearances as required
e Complete mandatory courses
e  Provide your beneficiary information
e Registerin TRIP
Once you confirm your visa details, you will need to:
e  Confirm your travel date in UVP
e Upload your travel ticket to UVP
e Upload your security clearance

Bank account information

15


https://explore.unv.org/resources
https://www.unv.org/become-volunteer/onboarding

To pay you your entitlements, including entry and travel lump sums, we need to know your bank account details. This information is entered directly into UVP and then processed by the
UNDP Global Shared Services Unit.

At this stage please only enter one bank account. You may add a second account to split payments after you begin your assignment.
Click here for a step-by-step guide to adding your bank information in UVP

Medical clearance

You need to be medically cleared before you can begin your assignment. Complete instructions to submit your clearance documents has been sent in a separate email.
For detailed information on mandatory/recommended vaccinations for your assignment country, please check the following websites:

e World Health Organization

« CDC

Visa and government clearances

You are responsible for obtaining all visas and government clearances required by your assignment country. Please do not delay in the submission of these applications as they can take time.
You should not commence travel until all required visas, including transit visas, have been secured or confirmation has been received that these are available or will be issued upon arrival.

You are required to upload proof of your visa status to UVP using the relevant task. If you do not need a visa, you should upload proof of this. If you are telecommuting at the start of your
assignment, please complete and upload the telecommuting confirmation form

Mandatory courses, including pre-assignment security training

UNV is committed to promoting competency development and learning for UN Volunteers as a critical element of its organizational strategy and to provide Volunteers with access to learning
throughout their volunteer journey. For this, UNV has developed an online learning platform where potential VVolunteers can access learning opportunities, including some of the core
mandatory courses that will help them prepare for their assignment

All UN Volunteer candidates are to complete the following self-paced courses by registering on the UNV e-Campus platform:

The following courses are mandatory and must be completed before beginning the assignment:

e Prevention of Harassment, Sexual Harassment and Abuse of Authority

e Prevention of Sexual Exploitation and Abuse

e BSAFE security training

You need to upload the certificates for each of these courses in UVP. Instructions on how to do this are here.

All UN Volunteers are to complete the following UNV core courses within three months of their contract start date.

16


https://unv.nickelled.com/submit-banking-information.html
https://www.who.int/travel-advice
https://wwwnc.cdc.gov/travel
https://explore.unv.org/sites/default/files/2021-10/Telecommuting_confirmation_form.docx
https://learning.unv.org/
https://learning.unv.org/enrol/index.php?id=21
https://learning.unv.org/enrol/index.php?id=61
https://learning.unv.org/enrol/index.php?id=71

e UNV and Volunteerism

e Ethics and Integrity

e  Cultural Awareness

Upon completion, UN Volunteers should update their profile information in UVP under Training and keep their certificates of completion for spot checks.

Uploading beneficiary information

Beneficiary forms provide UNV with the information required to pay benefits owing to beneficiaries in the event of the death of a UN Volunteer while on assignment. If UNV does not have
this information, your beneficiaries will not receive payments in the event of your death while on assignment.

UN Volunteers are responsible for ensuring UNV has their up-to-date beneficiary information by uploading a complete and signed form to UVP. The form is only valid if complete and
uploaded with your signature.

The form and a guide on uploading it to UVP are here.

The next steps: security clearance and travel information

When you submit your visa information, you will receive another task in UVP to tell us your travel date (if travel is required).
We will process payment of your travel lump sum and pay to the bank account entered in UVP.

You can then purchase your travel ticket and upload it to UVP, using the relevant task, as proof of your finalised travel dates. Make sure you confirm your travel date with the host entity
before booking your ticket.

Last, but not least, you must complete your security clearance.

Security clearance

It is mandatory for United Nations system personnel and authorised dependants to request and be granted security clearance from the United Nations Department of Safety and Security
(UNDSS) for all official travel.

International UN Volunteers are required to request their own security clearance, and upload proof of this clearance to UVP, before travel to the duty station. VVolunteers must not begin travel
until security clearance is granted by UNDSS.

A guide to completing your security clearance and uploading to UVP is available here.

Your entry lump sum payment and UN Volunteer Contract

When you have completed all pre-departure requirements and your commencement of service date (start date) is confirmed between you, UNV and your host entity, UNV will generate a
contract for you to accept in UVP. You will receive further instructions at that time.

17


https://learning.unv.org/enrol/index.php?id=4
https://learning.unv.org/enrol/index.php?id=5
https://learning.unv.org/enrol/index.php?id=8
https://explore.unv.org/resources
https://unv.nickelled.com/security-clearance.html

UNV will also pay half of your Entry Lump Sum Allowance. The other half will be paid in your first payroll after you begin your assignment.

If you need additional support after visiting explore.unv.org and the Onboarding Portal you can email support@unv.org with your questions.
We wish you all the best for your pre-assignment process.

Kind regards

UN Volunteers

National UN Volunteers
Hello
Thanks for accepting the UNV offer for AssignmentTitle in DoaCountry.

This email explains the next steps in the recruitment process. All these steps must be completed before UNV can issue you your UN Volunteer contract. They must also all be either completed
or and/or recorded in UNV's Unified Volunteering Platform (UVP) so that UNV can track your progress.

In addition to reading the information below, we recommend you go to UNV's Onboarding Portal. The portal is a step-by-step guide to the pre-deployment and onboarding processes.
Your UVP user ID
Your UVP user ID is: Candidateld

This ID is used for certain functions during the recruitment process.

Here is the list of tasks you need to complete. They are described in more detail below

e  Enter your bank information in UVP
e  Complete your medical clearance

e Complete mandatory courses

e  Provide your beneficiary information

Bank account information

To pay you your entitlements, including entry and travel lump sums, we need to know your bank account details. This information is entered directly into UVP and then processed by the
UNDP Global Shared Services Unit.

Click here for a step-by-step guide to adding your bank information in UVP
18


https://explore.unv.org/
https://www.unv.org/become-volunteer/onboarding
https://www.unv.org/become-volunteer/onboarding

Medical clearance

You need to be medically cleared before you can begin your assignment. Complete instructions to submit your clearance documents has been sent in a separate email.

Mandatory courses, including pre-assignment security training

UNV is committed to promoting competency development and learning for UN Volunteers as a critical element of its organizational strategy and to provide Volunteers with access to learning
throughout their volunteer journey. For this, UNV has developed an online learning platform where potential VVolunteers can access learning opportunities, including some of the core
mandatory courses that will help them prepare for their assignment

All UN Volunteer candidates are to complete the following self-paced courses by registering on the UNV e-Campus platform:

The following courses are mandatory and must be completed before beginning the assignment:

e Prevention of Harassment, Sexual Harassment and Abuse of Authority

e Prevention of Sexual Exploitation and Abuse

e BSAFE security training

You are to upload the certificates for each of these courses in UVP. Instructions on how to do this are here.
All UN Volunteers are to complete the following UNV core courses within three months of their contract start date.

e UNV and Volunteerism

e Ethics and Inteqgrity

e  Cultural Awareness

Upon completion, UN Volunteers should update their profile information in UVP under Training and keep certificates of completion for spot checks.

Uploading beneficiary information

Beneficiary forms provide UNV with the information required to pay benefits owing to beneficiaries in the event of the death of a UN Volunteer while on assignment. If UNV does not have
this information, your beneficiaries will not receive payments in the event of your death while on assignment.

UN Volunteers are responsible for ensuring UNV has their up-to-date beneficiary information by uploading a complete and signed form to UVP. The form is only valid if complete and
uploaded with your signature.

The form and a guide on uploading it to UVP are here

Your UN Volunteer Contract
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https://learning.unv.org/
https://learning.unv.org/enrol/index.php?id=21
https://learning.unv.org/enrol/index.php?id=61
https://learning.unv.org/enrol/index.php?id=71
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https://learning.unv.org/enrol/index.php?id=5
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https://unv.nickelled.com/upload-beneficiary-form

When you have completed all pre-departure requirements and your commencement of service date (start date) is confirmed between you, UNV and your host entity, UNV will generate a
contract for you to accept in UVP. You will receive further instructions at that time.

We wish you all the best for you pre-assignment process.
Kind regards
UN Volunteers
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