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	Compliance Review Panel Submission Form

	I. GENERAL POST INFORMATION

	Post Title and Duty Station:
	     

	Post level:
	     

	Submitted by Bureau/Unit
	     

	Post Number (ATLAS):
	     

	Job ID Number (Job site):
	     

	

	Please select category of advertisement: 

 FORMCHECKBOX 
 Level 1 – “Internal”
 FORMCHECKBOX 
 Level 2 – “UNDP”
 FORMCHECKBOX 
 Level 3 – “UN Common System” 

 FORMCHECKBOX 
 Level 4 – “External”
	Please see para. 77 of the UNDP Recruitment and Selection Framework


	

	Number of Applicants:
	
Female
	
Male
	
	



	II. COMPLIANCE WITH CORPORATE PRIORITY CONSIDERATIONS

	
	
	
	

	1. Were there any qualified internal or displaced applicants for the post?
	YES

 FORMCHECKBOX 

	NO

 FORMCHECKBOX 

	
	


	· IF YES, please describe the considerations given to the internal or displaced staff member:      

	2. Was UNDP’s policy on order of retention followed?
	YES

 FORMCHECKBOX 

	NO

 FORMCHECKBOX 

	                                                                                                                                              Please see paras. 16 - 19 of the
UNDP Recruitment and    Selection Framework                                                                                                                                   
	


	· IF NO, please explain:      

	3. Was the post advertised as a result of reclassification requiring the incumbent to re-apply for the post?
	YES

 FORMCHECKBOX 

	NO

 FORMCHECKBOX 

	Please see para. 2.5 of the  Rank-in-Post

	


	· If the incumbent was not selected, please indicate the reason:      

	III. PRIMARY CANDIDATE

	A)  Applicant Name:
	     
	     
	     
	
	

	
	Last
	First
	M.I.

	Gender:
	 FORMCHECKBOX 

Female
	 FORMCHECKBOX 

Male
	
	


	Nationality:
	

	

	Current contractual status
	Chose status
	

	· If other please specify: 

	1. The candidate has disclosed a prohibited family relationship in the P.11 form
	YES

 FORMCHECKBOX 

	NO

 FORMCHECKBOX 

	Please see  Policy on Family Relationships

	


	· IF YES, please ensure that a copy of the OHR waiver has been uploaded to the job site

	2. Did the selected candidate fulfill all applicable academic and technical requirements as indicated in the VA?
	YES

 FORMCHECKBOX 

	NO

 FORMCHECKBOX 

	Please see paras. 80-83 of the  UNDP Recruitment and Selection Framework

	


	· IF YES, Please ensure that all relevant certifications have been received and validated. 

	· If NO, was a waiver granted? 
	YES

 FORMCHECKBOX 

	NO

 FORMCHECKBOX 

	
	


	· IF YES, please ensure that a copy of the OHR waiver has been uploaded to the job site.

	· IF NO, it is recommended that you do not proceed with the CRP submission.

	3. Does the candidate fulfill the required number of years of relevant experience?
	YES

 FORMCHECKBOX 

	NO

 FORMCHECKBOX 

	Please see the Minimum Academic and Relevant Work Experience Requirements
	


	· IF YES, Please enter calculated years of experience:
	     
Number of Years

	· If NO, was a waiver granted? 
	YES

 FORMCHECKBOX 

	NO

 FORMCHECKBOX 

	
	


	· IF YES, please ensure that a copy of the OHR waiver has been uploaded to the job site.

	· IF NO, it is recommended that you do not proceed with the CRP submission.

	4. Does the candidate fulfill the minimum time-in-post requirement?
	YES

 FORMCHECKBOX 

	NO        
 FORMCHECKBOX 

	N/A

 FORMCHECKBOX 

Please see paras. 48-52  of the  UNDP Recruitment and Selection Framework

	


	· IF YES, Please enter number of years in post:
	     
Number of Years

	5. I confirm that I have received the last 3 performance assessment records for the candidate and found them to be acceptable:
	YES

 FORMCHECKBOX 

	NO

 FORMCHECKBOX 

	
	


	
	     
	     
	     
	
	

	
	Most recent rating
	Previous year rating
	Previous year rating.

	6. I confirm that references checks have been found satisfactory and documented reflecting the candidate’s performance:
	YES

 FORMCHECKBOX 

	NO

 FORMCHECKBOX 

	
	


	

	7. Please select any waivers granted as an exception to established corporate policies and procedures? All supporting documents should be uploaded to the job site:
	 FORMCHECKBOX 
Exception from UN Clerical Test (ASAT).   Please see para. 6 of the  Minimum Academic and Relevant Work Experience Requirements 

 FORMCHECKBOX 
Exception from Prohibited Relationships
 FORMCHECKBOX 
Exception from Time in post Requirement
 FORMCHECKBOX 
Other

	

	8. Select all applicable requirements fulfilled by the selected candidate as published in the VA:
	 FORMCHECKBOX 
Years of relevant experience
 FORMCHECKBOX 
Applicable professional certification such as      
 FORMCHECKBOX 
 UN Clerical test 
 FORMCHECKBOX 
Language requirement
 FORMCHECKBOX 
Other technical test such as      


	ALTERNATE CANDIDATE 


	B) Applicant Name:
	     
	     
	     
	
	

	
	Last
	First
	M.I.

	Gender:
	 FORMCHECKBOX 

Female
	 FORMCHECKBOX 

Male
	
	


	Nationality:
	

	

	Current contractual status: 
	
	

	

	1. The candidate has disclosed a prohibited family relationship in the P.11 form
	YES

 FORMCHECKBOX 

	NO

 FORMCHECKBOX 

	Please see  Policy on Family Relationships

	


	· IF YES, please ensure that a copy of the OHR waiver has been uploaded to the job site

	2. Did the selected candidate fulfill all applicable academic and technical requirements as indicated in the VA?
	YES

 FORMCHECKBOX 

	NO

 FORMCHECKBOX 

	Please see paras. 80-83 of the  UNDP Recruitment and Selection Framework

	


	· IF YES, please ensure that all relevant certifications have been received and validated. 

	· If NO, was a waiver granted? 
	YES

 FORMCHECKBOX 

	NO

 FORMCHECKBOX 

	
	


	· IF YES, please ensure that a copy of the OHR waiver has been uploaded to the job site.

	· IF NO, it is recommended that you do not proceed with the CRP submission.

	3. Does the candidate fulfill the required number of years of relevant experience?
	YES

 FORMCHECKBOX 

	NO

 FORMCHECKBOX 

	Please see the Minimum Academic and Relevant Work Experience Requirements
	


	· IF YES, please enter calculated years of experience:
	     
Number of Years

	· If NO, was a waiver granted? 
	YES

 FORMCHECKBOX 

	NO

 FORMCHECKBOX 

	
	


	· IF YES, please ensure that a copy of the OHR waiver has been uploaded to the job site.

	· IF NO, it is recommended that you do not proceed with the CRP submission.

	4. Does the candidate fulfill the minimum time-in-post requirement?
	YES

 FORMCHECKBOX 

	NO      
 FORMCHECKBOX 

	N/A FORMCHECKBOX 

 Please see paras. 48-52  of the  UNDP Recruitment and Selection Framework

	


	· IF YES, please enter number of years in post:
	     
Number of Years

	5. I confirm that I have received the last 3 performance assessment records for the candidate and found them to be acceptable:
	YES

 FORMCHECKBOX 

	NO

 FORMCHECKBOX 

	
	


	
	     
	     
	     
	
	

	
	Most recent rating
	Previous year rating
	Previous year rating.

	6. I confirm that references checks have been found satisfactory and documented reflecting the candidate’s performance:
	YES

 FORMCHECKBOX 

	NO

 FORMCHECKBOX 

	
	


	


	7. Please select any waivers granted as an exception to established corporate policies and procedures? All supporting documents should be uploaded under on the job site:
	 FORMCHECKBOX 
Exception from UN Clerical Test (ASAT). Please see para. 6 of the  Minimum Academic and Relevant Work Experience Requirements
 FORMCHECKBOX 
Exception from Prohibited Relationships
 FORMCHECKBOX 
Exception from Time in post Requirement
 FORMCHECKBOX 
Other

	

	8. Select all applicable requirements fulfilled by the selected candidate as published in the VA:
	 FORMCHECKBOX 
Years of relevant experience
 FORMCHECKBOX 
Applicable professional certification such as      
 FORMCHECKBOX 
 UN Clerical test 
 FORMCHECKBOX 
Language requirement
 FORMCHECKBOX 
Other technical test such as      

	IV. RECRUITMENT PROCESS

	
	
	
	

	1. Were at least two shortlisted candidates interviewed for the position?
	YES

 FORMCHECKBOX 

	NO

 FORMCHECKBOX 

	
	


	· IF NO, please note that exceptional approval from the Chief of Recruitment is required
2. Was the Recruitment Strategy drafted prior to the commencement 

Please see paras. 67& 68 of the  UNDP Recruitment and Selection Framework                                                                                                                   

of the recruitment and selection process?                            YES                     NO  
                                                                                                FORMCHECKBOX 
                    FORMCHECKBOX 
                      


	3. Was a test administered as a part of the selection/ assessment process? (See section II:8 above)
	YES

 FORMCHECKBOX 

	NO

 FORMCHECKBOX 

	
	


	· IF YES, please make sure that the test results are uploaded on the job site.

	4. Has the candidate passed the UN clerical test?
	YES

 FORMCHECKBOX 

	NO

 FORMCHECKBOX 

	Please see para. 5 of the  Minimum Academic and Relevant Work Experience Requirements
	


	· IF NO, please note that a waiver is required and should be uploaded on the job site:

	5. Did the interview panel meet the corporate gender and diversity requirement?
	YES

 FORMCHECKBOX 

	NO

 FORMCHECKBOX 

	
	


	· IF NO, please note that exceptional approval from the Chief of Recruitment is required.

	6. Was the position advertised under the category “internal” for at least 1 week?
	YES

 FORMCHECKBOX 

	NO

 FORMCHECKBOX 

	Please see para. 78 of the UNDP Recruitment and Selection Framework

	


	· IF NO, please ensure that a copy of the OHR waiver has been uploaded to the job site.


	V. SUPPORTING DOCUMENTATION TO BE UPLOADED ON THE JOB SITE

	

	I hereby confirm that I have:

	

	1. uploaded the signed Corporate Panel Interview Report and  other assessment tools used in selection process on the job site:

2. uploaded the Recruitment Strategy stating how all assessment methodologies were to be used.

3. uploaded the Shortlist/long list Report (in addition to the one from the jobsite):
	YES

 FORMCHECKBOX 

 YES                   
 FORMCHECKBOX 

YES

 FORMCHECKBOX 


	    NO

 FORMCHECKBOX 

NO

 FORMCHECKBOX 

NO

 FORMCHECKBOX 


	
	


	4. uploaded the reference checks to the job site:
	     YES

 FORMCHECKBOX 

	NO

 FORMCHECKBOX 

	
	

	5. completed the scoring of all applicants and reflected the hiring manager’s decision on the job site:
	YES

 FORMCHECKBOX 

	NO

 FORMCHECKBOX 

	
	


	6. uploaded the signed P.11 of all recommended candidates to the Job site:
	YES

 FORMCHECKBOX 

	NO

 FORMCHECKBOX 

	
	


	7. uploaded a proof of academic qualifications to the job site:
	YES

 FORMCHECKBOX 

	NO

 FORMCHECKBOX 

	
	


	8. uploaded the classification memo to the job site:
	YES

 FORMCHECKBOX 

	NO

 FORMCHECKBOX 

	
	


	9. uploaded the hiring units  most recent organigram to the Job site:
	YES

 FORMCHECKBOX 

	NO

 FORMCHECKBOX 

	
	


	10. uploaded any waiver relevant to this position to the job site:
	YES

 FORMCHECKBOX 

	NO

 FORMCHECKBOX 

	
	


	

	VI. SIGNATURE OF HIRING MANAGER

	
	 FORMCHECKBOX 

	I hereby confirm that I have reviewed and completed each section above and attest that all information that is included in the submission is accurate to the best of my knowledge.

Please see para. 11 of the UNDP Recruitment and Selection Framework                                                                                                                                                                                                                                                                                                                                     

	Additional comments to the selection process::

	     

	
	     

	Name:      , Title:      , Bureau:      
	Date


United Nations Development Programme











