JPO ORIENTATION CHECKLIST FOR COUNTRY OFFICES

The JPO orientation checklist has been developed to facilitate the integration of new JPOs into your office work environment. It is largely based on the requirements of the donor Governments who sponsor JPO assignments as well as feedback received from JPOs and country offices.

The JPO Service Centre will submit the JPO candidature to your office indicating an approximate Entry On Duty (EOD) date. The EOD is established between the JPO Service Centre and the candidate in advance, in consultation with the donor Government and the country office. Once your office has confirmed the acceptance of the candidate, the JPO Service Centre will initiate the recruitment process and ask the JPO to be in contact with your office.

At this point, we are kindly asking you to take the following actions:

PRE-ARRIVAL (1-3 months prior to JPO’s arrival)

· Establish direct contact with JPO upon receipt of confirmation from the JPO Service Centre.

· Establish contact with the JPO SC to minimize administrative delays

· Advise about major Do’s and Don’ts with regard to security and health matters.

· Identify focal point/ mentor, e.g., the new JPO’s supervisor or a staff member with extensive experience in the JPO’s sector of assignment or another JPO(s), preferably with one or two years experience, to coordinate arrival of the JPO.

· Forward information kit (suggested contents are included as an attachment) to the JPO, including for example CCF, UNDAF, living conditions report, detailed information with regard to future responsibilities within the office and any relevant e-mail, website information, visa, security and Government clearance requirements for the JPO and dependants, etc. 
· Organize an induction training programme and prepare training package.

· Book hotel accommodation (preferably close to the office premises) for the first few days/ weeks after arrival.

· Set up JPO’s work area/office, including furniture, computer, printer, access to e-mail and Internet, etc.

DAY OF ARRIVAL
· Meet new JPO at airport and guide through customs.

· Bring new JPO to hotel and explain how to get to work the following day (unless he/ she will be picked up by office driver).

FIRST FEW DAYS AT WORK
· Introduce JPO to office staff and provide him/ her with a “Who’s Who list”, delineating everyone’s functional responsibilities.

· Review and schedule additional introduction meetings with office and UN system.

· Review and schedule introduction meetings with various national counterparts.

· Prepare an introduction letter to national counterparts, including background, sector of assignment and other information

· Review and schedule field visits, if applicable.

· Provide security briefing.

· Offer assistance in opening a bank account(s), obtaining the required documents from the Government (ID cards, driving license), locating suitable accommodation, educational facilities for dependants, places where essential foodstuffs and household items can be purchased, etc.

· Make installation-related payments, based on the spending authorization from the JPO Service Centre.

NEXT FEW WEEKS AT WORK
· Inform JPO of general administrative matters and logistics (financial and administrative issues, code of conduct, etc.).

· Provide in-depth (one-two week) orientation training to cover country and agency-specific matters (such as legal and normative framework, national programmes and plans, country situation (data), agency programme, etc.) relating to the JPO’s area of assignment.

· Hold regular meetings with direct supervisor to guide and monitor the induction and progress of the JPO in his/her assigned area of work.

· Review progress with office management (RR/DRR, P&O) on weekly basis or as appropriate.

· Ensure availability of designated focal point for general information.

TWO MONTHS AFTER ARRIVAL
· Update/amend Terms of Reference together with the JPO, if appropriate. Any substantial changes have to be agreed with the respective donor Government through the JPO Service Center.

· Discussion with immediate supervisor to establish the first step of the RCA (work priorities, etc.).

· Prepare in writing a detailed individual work plan

· Prepare a learning/ training schedule, including the use of DTTA.

ONE YEAR  AFTER ARRIVAL

· Submit to the JPO Service Centre a copy of the JPO’s RCA and an annual evaluation report (the respective form can be found at www.jposc.org). Please note that the JPO Service Centre will not be in a position to request an extension without an annual evaluation report, which is required four months before expiration of appointment so that the JPO Service Centre can submit to the donor country concerned a request for extension, in a timely fashion.

Attachment: 

Suggested information kit for JPOs

In order to facilitate the orientation process and in response to the feedback received from the donor Governments and JPOs, it is requested that all new JPOs be provided with an information kit, before or upon their arrival at the duty station. The following list is not meant to be exhaustive and each office is welcome to include additional information as appropriate.

The information kit could contain:

· Welcome message to individual staff member (signed by UN RC/ UNDP RR)

I. COUNTRY INFORMATION

General

a. Brief overview (including a map)

b. Geography

c. History

d. Culture

e. Political issues and security matters

f. Government institutions and ministries

Housing/Lodging

· Overview of the market (availability, security, recommendations)

· Hotels

· Short-term stay opportunities

· Apartment-Hotels

· Tips on how to find housing (including relevant addresses and contact numbers, if available)

· Renting a house (paperwork and legal implications; renter’s rights and landlord/lady’s rights; maintenance issues)

· Indicate reasonable price ranges for various standards of accommodation

· Maximum allowable rental costs for the purpose of rental subsidy, if applicable

Transportation Means

· Overview and recommendations (including traveling inside or outside the country)

· Finding a car

· If requested, provide assistance in buying a car (paperwork and legal implications)

· Insurance

· Car advance, if applicable

Recreation

· Sites/museums to visit

· Restaurants

· Clubs

· Sports facilities

Children

· Schools

· Care

· Medical

· Recreation facilities

Medical/Emergencies/Accidents

· List of common diseases and illnesses

· Actions to take in case of an accident/emergency

· List of emergency numbers (ambulance/doctor/UNDP/police)

· List of recommended doctors/hospitals according to specialty

II. OFFICIAL UN /UNDP/ Other Agency INFORMATION

Structure of the UN/ UNDP/ Other Agency Office

· Who is who/organigramme/map of office layout

· Functions/names of staff members (preferably linked to office map)

UNDP/ Other Agency Administration

· General overview

· Summary of country office and programme administration (sample forms)

· Work procedures and processes (reporting structure, distribution list, signature requirements, etc.)

· Available reference material (e.g. electronically and/or in hardcopy)

· Information and forms with respect to various leaves (annual, home, R&R, etc.)

· Country office security-related information, including names of wardens, etc.

· Learning and Training facilities/opportunities

III. GENERAL UN & PROGRAMME INFORMATION

UN Country Team

· UN agencies and programmes present in the country

· Working relationships between various agencies and programmes

· Mission statement

UNDP/ Other Agency Programme Information

· CCF (ROAR, if applicable)

· UNDAF/ CCA (also CPA, if applicable)

· NHDR

· Focus/ Practice Areas

· Other relevant corporate documents, such as Administrator’s business plan, major conferences, etc.

· List of relevant intranet addresses and necessary passwords

· List of useful UNDP mini applications, introduction on how to use them

· Links and programmes with Civil Society Organizations

· List of professional contacts (Government, NGOs, individuals, academia)


