On-Boarding email for supervisors of international UNV with disabilities
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Dear supervisor (name)

In light of the upcoming on-boarding of Name of volunteer, we are pleased to share the information about the on-boarding and learning programmes  prepared for volunteers with disabilities.

The first few months of the supervisee’s assignment are often the most challenging as the supervisee needs to adjust to a new job, a new organization, a new country, and a new social life. During the first time the volunteer also needs to cope with working remotely while telecommuting from her home country.

Therefore, Name of volunteer would benefit greatly from your valuable guidance in order to be successful in her/his new role and assignment. Your role as her/his supervisor is pivotal in supporting her/his in meeting these challenges and making her feel included.

In supporting the onboarding for Name of volunteer, you are kindly requested to take the following actions:

First few months at the duty station
· Go through the UNDP management toolkits related to on-boarding and ensure that the necessary supports are given 
· Organize orientation to your office 
· Identify a buddy and inform us about the name
· Review the DOA (Description of Assignment) and put it into current context of his/her assignment
During the assignment
· Provide structured and development-oriented supervision (i.e. weekly/bi-weekly meetings)
· Ensure effective performance management, learning and development

Pre-deployment online course
On-boarding and learning programmes includes all the information of Mandatory courses for UNDP staff members. Before travelling to the duty station, Name of volunteer has to take, as a minimum, the BSAFE- online security course. Please make sure she/he completed. 

She/he is also expected to complete all mandatory courses within the first four months of his assignment. She/he is also encouraged to take Improve Your English Communication Skills Specialization in Coursera. 

In addition, our team will provide an on-boarding webinar for all newly on-boarded UN Volunteers with disabilities, in which the disability inclusion programme as well as its learning and capacity development support are presented.

Identify a buddy 
The buddy should be an employee with your office who is knowledgeable about the office set-up and processes. It is preferred that the buddy does not work directly with Name of volunteer.

The overall objective of the buddy system is to ensure that Name of volunteer receives the necessary and timely support that will allow her/his to rapidly integrate into her/his volunteer assignments. The formal buddy process will be for a period of 2 months from the arrival of Name of volunteer in the duty station/ Entry on Duty. The buddy should be committed to connect with Name of volunteer at least once a week during this period. The relationship as a formal one ends after 2 months, however, it can continue as an informally if Name of volunteer and the buddy so choose. 

The buddy system is expected to support Name of volunteer by providing a safe place to ask work related, personal, or other/his very specific questions, providing appropriate information on the practicalities of volunteering and developing a richer/his understanding of how her/his volunteer assignment relates to the development context and the broader mission of UNDP.
We would greatly appreciate it if you would assign one buddy from your office to take up this role and let us know of their contact details as soon as possible. 

More information on the buddy system was presented during the pre-deployment training.

Orientation at the Duty Station/Hiring Unit
A general orientation briefing by the duty station will enable Name of volunteer to contribute to the priorities of the office. Such a briefing should include information about the organizational structure, programme and partnerships. In addition, for assignments in a field office, the briefing should include country programme, thematic priorities, cooperation and partnerships with government, NGO and donor community.  

Structured and Development-Oriented Supervision
As supervisor it is your role and your responsibility to provide guidance and directions to her/his. As such, it is expected that Name of volunteer receives well-structured supervision, coaching and training in order to ensure full integration in the office and operational effectiveness to the organization. Especially in the beginning, we strongly encourage your office to put in the extra time and effort to the successful onboarding for her/his. 

Furthermore, during the assignment it is expected that she/he receives the guidance and feedback to fully perform her/his job duties and grow with the assignment. In practical terms this means at least weekly meetings feed-back and guidance are provided. 

As a follow-up to the pre-deployment training, we have shared first materials that you might find helpful to facilitate this development-oriented supervision. Please note that I am always available for any disability inclusion specific aspects of your supervisory task.  Throughout the recruitment and onboarding, UNV Field Unit colleagues regularly communicate with supervisors and share relevant general info and materials.

Please keep me informed in case there is a change of supervisor any time during this assignment.

Performance Management
Name of volunteer is not subject to performance assessment by UNDP’s Performance Management and Development (PMD), but it would be strongly recommended to have a workplan, mid-term and end of assignment appraisal with the manager.

Please don’t hesitate to let me know throughout the duration of this assignment in case any questions and/or concerns related do disability inclusion come up. As a focal point for disability inclusion we are always happy to assist.

Should you have any questions or concerns, please kindly let us know.


With many thanks and best regards,

REBECCA DANIEL
Talent Programme Analyst | Human Resources Section

+49 (0) 228 815 2102  -  rebecca.daniel@unv.org 
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