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Introduction

On the request of and in collaboration with the Geographic Divisions, the Adolescent & Youth Cluster, Reproductive Health Branch, Technical Support Division –which is in charge of the coordination of UNFPA’s Special Youth Programme- has prepared this guidance note -to inform and assist staff in UNFPA HQ and Country Offices in implementing this new programme. The guidance note begins by laying out a brief background on the Special Youth Programme and its objectives. It then presents the various components of the programme for each one identifying the anticipated involvement of particular units and providing instructions and guidance on the execution for the actions required. 

Background

The Special Youth Programme (SYP) seeks to recruit young people aged 20-24 from developing countries with some programme experience in development issues to join UNFPA for a 9-month remunerated fellowship. The fellowship is divided into two sections: an initial 6-month fellowship in UNFPA Headquarters, New York, followed –upon satisfactory performance- by a continued fellowship of 3 months in the UNFPA Country Office in the country that the fellow comes from.

SYP was set up to achieve the following objectives:

· To create opportunities at appropriate levels of the organization to engage youth in policy development and programming;

· To help build the leadership capacity of young people in addressing population, sexual and reproductive health including HIV/AIDS, gender equality, especially in the context of development;

· To sensitize both the young people and UNFPA staff on various modalities of working together in youth-adult partnerships

The intended results of this programme are largely geared toward capacity building of both the young persons and UNFPA. Staff should be able to acquire knowledge and skills from their participation in UNFPA’s work, and this in turn contributes to UNFPA’s capacity to work with young people and to develop effective programmes for them.

The programme, which was created on the request of the Executive Director, responds to one of the key recommendations that came out of the consultative Youth Advisory Panel meeting, convened by UNFPA in April 2004. This meeting brought representatives from youth networks from around the world. Youth participants suggested UNFPA to get young people involved at various levels of the organization - as advisers, as fellows, apprentices, consultants or as staff members. 

SYP, which was announced to all UNFPA staff in an ED circular dated 16 November 2004, has been piloted with a few fellows during the fall of 2004. In the course of 2005 the programme was brought into full force and has so far recruited two batches of 5, respectively 6 fellows. The 6-month HQ fellowship terms are set for spring-fall and fall-spring, and each of these will subsequently be followed by a 3-month fellowship with the concerned COs –for which the start and end dates will be set in consultation with the respective COs. 
The first group of 5 fellows joined UNFPA in the spring of 2005 and most of them have in the meantime completed the full programme, including the CO fellowships. Upon their departure from HQ they were replaced by a group of 6 fellows that started their fellowships in the fall of 2005. This group will soon commence their CO fellowships and be replaced by a new group that will start their HQ assignments in Spring 2006.
The Fellowship 

The overall coordination and management of the SYP is with the Adolescent and Youth Cluster (AYC) in the Reproductive Health Branch of the Technical Support Division. In addition the programme has various linkages with other parts of the Fund –most importantly to the GDs, COs, DHR and OED. AYC will convene meetings with SYP focal points in HQ (GDs, DHR and other relevant units) as necessary, to discuss the progress of the programme, look into any pending issues and to reach decisions on ways forward in a participatory way.  

During the fellowship in Headquarters, the fellows work both with the Geographic Divisions and the Technical Support Division (Adolescent & Youth Cluster or potentially other TSD unit
), which equally share the responsibility to mentor the fellows. The Terms of Reference for this section of the fellowship are to be drafted and mutually agreed upon by the GD, TSD-unit and the fellow. They may be further specified once the fellow has joined HQ.

A significant part of the fellows’ assignment in Headquarters concerns getting involved in existing activities, projects or programmes, while the remainder will focus on developing a concrete work plan or project proposal relevant to her/his own context and country to be considered for further follow up and potential implementation during the 3-month Country Office fellowship. In this regard AYC through the GDs will contact the involved COs to receive their input on what projects, programmes or initiatives the fellows could possibly work on in their extended fellowship with the CO. 

The beneficiaries of this fellowship programme could avail themselves of the vast technical and programme expertise that currently resides in UNFPA. Special briefings and interactive sessions are organized with selected technical and programme specialists and advisers, in the Technical Support Division, the Geographic Divisions, and other units of the Fund, to provide the Special Youth Programme fellows with a comprehensive view to UNFPA’s work. A one-week special orientation programme has been developed on both substantive and operational aspects of working within UNFPA. Additionally all fellows will undergo a two day advocacy training with Douglas Gould Company, to build their skills on dealing with the media and policy makers. Also fellows will be encouraged to engage in any other training opportunities as they come available.

Additionally an online forum will be set up, serving as a crossroads for current and former fellows and promoting a long-term connection to the SYP and UNFPA. This forum will strengthen knowledge-sharing and cross-fertilisation activities among SYP fellows and alumni. The underlying idea is that an online forum reinforces the learning aspects of the SYP and optimises the use of existing resources in the form of linking current and former generations of fellows. Whereas this element of the programme will provide new fellows with an opportunity to draw on the experience and know-how of SYP alumni, it will provide the alumni with an interesting and enriching opportunity to share knowledge and touch base with those involved in the programme.
For each batch of fellows an audience with the Executive Director will be organised. Further, fellows are encouraged to attend and participate in UNFPA and UN events and meetings as appropriate. They are also encouraged to make a presentation for the New York local youth community on at least one occasion in order to create awareness on the issues young people face in developing countries and to highlight UNFPA’s work in this area. Additionally, fellows are to organize a final presentation to UNFPA HQ staff on their projects and fellowships. Furthermore the fellows are required to provide regular updates to the Country Office on their activities and progress during their HQ fellowship, and vice versa they should report to HQ during fellowship in the CO. 

For the CO section of the fellowship the Country Office and the fellow are to mutually agree on the Terms of Reference, which should be in line with the overall objectives of the Special Youth Programme. Further the CO would be required to assign supervision for the fellow.

Requirements for Fellows

SYP recruits young people from (and residing in) developing countries who are interested in development work and on issues of priority to UNFPA and who have some programme experience in the areas of (A)SRH, sustainable livelihoods, human rights, HIV/AIDS prevention, poverty reduction, women’s empowerment and gender equality, and similar issues. Candidates must be youth aged 20-24; this enables UNFPA to attract young people who have already gained some programme experience and puts them in a better position to provide relevant contributions on UNFPA programmes and policies. In addition, the applicant’s commitment to return to their home country to undertake follow up work with young people, initially through the 3-month fellowship with the CO, is considered of particular importance. The standard requirement of a master’s degree has been waived for the SYP fellows. The fact that this programme actively seeks out youth candidates from developing countries differentiates it from the other type of unpaid fellowships available at UNFPA. The latter programme is availed of by graduate students who come largely from the academic institutions of North America and/or Europe. 

Application Process

Approximately 3 months prior to commencement of the new term an announcement of the programme is posted by the Division of Human Resources (DHR) on the UNFPA website for several weeks. Country Offices are to be notified about the placement of the announcement and the application deadline through their respective GDs. 

Applicants are required to send, in email attachments, their CV, P-11 Form, and cover letter to one of regionally-specific e-mail addresses set up by DHR for each of the UNFPA GDs. In addition, applicants are required to answer the following pre-screening questions in their email that will eliminate the need for DHR to open and print out all email attachments for unsuitable applicants:

1) Date of Birth   (only applicants aged 20-24 during the fellowship will be considered)
2) Nationality (only applicants from developing nations will be considered)
3) Current Residential Address (applicants who already reside in developed countries will not be considered)
4) A brief description of your experience working in development programmes or projects (100 words or less) (only applicants with established interest and dedication to development issues through previous experiences or affiliation with a youth network or NGO working on development issues will be considered)
5) A brief description of your expectation for this fellowship and how will it further your work (100 words or less) (only applicants with a commitment to follow up work on UNFPA issue areas will be considered)
Based on the answers to the above questions, only the applications of suitable candidates will be passed on by DHR to the GDs for their further screening. AYC will assist the GDs in screening candidates in case the volume of applications is very high. GDs shortlist the top 5 candidates, of which the first 2 candidates will be interviewed by a team representing the GD, AYC, and DHR
. 

AYC will seek through the GD the CO’s assistance with facilitating the teleconference interview, ideally taking place from the UNFPA CO to ensure an adequate phone connection
. In this way candidates will also ideally meet with CO representative and/or staff -if possible, so that the COs may have input into the selection of the candidate, who –if selected- will later be undertaking a fellowship with them for 3 months. 

We would very much appreciate it if COs can spend some time to brief the fellow before departure to HQ on UNFPA issues and work environment. Such a meeting could also be used to identify activities, projects, programmes that the fellow could be involved in once s/he returns to the CO. For the latter it is also useful to provide any necessary materials/information to be taken to HQ so the fellow can use the HQ time to optimally prepare for their return and CO fellowship

Here in the below a tentative timeline for the recruitment of SYP fellows is included.

	Activity
	Duration

	Web announcement posted
	Two weeks

	Initial screening by DHR 
	Two weeks

	Shortlist of 5 top candidates by GDs
	Three weeks

	Teleconference Interviews of top 2 candidates 
	Two weeks

	OPS processes contract
	4 weeks

	Fellows’ HQ fellowship
	6 months

	Fellows’CO fellowship
	3 months


Recruitment of Selected Candidates

Selected candidates are notified by AYC via e-mail, keeping the CO, GD, and DHR in copy of the correspondence.

Under the existing MoU with UNOPS that has been put in place for the programme, UNOPS will be notified of the selection of fellows and provide their services in processing their recruitment and travel. 

UNOPS will instruct and assist selected candidates on filling out the necessary paperwork and will liaise with the local UNDP office on their travel and visa. Further UNOPS will ensure that fellows are enrolled in the Van Bredea health insurance plan for the full duration of the fellowship. Also UNOPS will be processing the monthly (advance) stipend payments for each fellow, both while in HQ as well as in the field. 

HQ Logistics

In preparation of the fellows’ arrival to HQ, AYC will arrange for the accommodation for each of them and provides assistance to filling out the required registration forms. AYC will be charged for their application fee, security deposit, and room fees for the duration of their stay. Fellows will be responsible for any other fees they may incur for their accommodation. 

Before their departure fellows are provided with a welcome pack that provides detailed information on living in New York City including maps of the city and the subway, information on transportation, budgeting, UN Basics, UN holidays, a list of frequently used UN acronyms, information on how to access UNFPA documents through the fellowet and intranet, relevant UNFPA publications, and so on. 

AYC in collaboration with the GDs, will secure workstations through FMU for all fellows, ideally located with the GD that they are assigned to. Furthermore, MIS is requested by AYC to set up phone-lines and e-mail addresses for the fellows. Daily administrative assistance and support as needed are provided to the fellows.
While in HQ the fellows will be paid a monthly advance stipend of $1000, the first of which they receive before departure to New York so that they may have some money with them upon arrival. The monthly advance stipend of $1000 is to cover meals, transportation, and other basic living costs.

CO Fellowship and Logistics

Upon fellows’ proven satisfactory performance in Headquarters, HQ will formally request that the fellows’ fellowship be extended in the CO. If the CO consents, AYC will provide a letter of agreement for the fellow’s continued SYP fellowship to be signed by the CO, AYC and the fellow him/herself. In addition the TOR for this section of the fellowship, specifying the concrete activities, projects and programmes that the fellow will be involved in and identifying supervision, are to be finalised in consultation between the CO and the fellow.

COs will be asked to provide a workstation and access to a computer for the fellow for the 3-month duration of the fellowship. Further the CO is requested to provide administrative assistance as needed.

The monthly CO allowance for the fellow will be determined based on a DSA derived calculation and consulted with the CO. This stipend will take into account whether or not housing accommodation needs to be included for the fellow
. The stipends, as well as health insurance, will be charged to SYP budget and will continue to be processed by UNOPS. 

Monitoring and Evaluation

The Special Youth Programme monitoring and evaluation activities have a focus on assessing of the fellowship from the perspective of both the fellow and UNFPA staff. Evaluation of the fellows’ experience are undertaken at the completion of the HQ fellowship and at the completion of their CO fellowship. At these times the fellows are requested to fill out an evaluation form that assesses a) their experience in terms of the development of their technical, programmatic and advocacy skills, b) their experience in terms of having been able to contribute to UNFPA’s programmes and policies from a youth perspective, and c) their experience in working in youth-adult partnerships during the programme. Additionally they are asked about their experiences with the logistics of the programme. With every batch the individual contributions of the fellows towards the evaluation are compiled by the Adolescent and Youth Cluster and a consolidated report is produced that focuses on lessons learned and enables the organisation to improve the programme on an ongoing basis. Additionally the AYC will conduct a follow up evaluation with each fellow a year after they have completed their SYP fellowship, to learn whether they are still involved in this line of work/activity and see if and how the programme has advanced their professional development. 

Further the programme is also evaluated from the perspective of the supervisors of the fellows, focusing on a) the development of skills of the fellows, b) issues of youth-participation and youth-adult partnership, c) the operational aspects of the programme. Supervisors both in Headquarters and in the Country Offices are requested to fill out evaluation forms to that end at the end of each fellowship. Also here lessons learned from these evaluations will contribute to the continuous advancement of the programme.  

Further a mechanism is being put in place to also allow for the monitoring and evaluation of the programme from the perspective of UNFPA staff in general. Pre- and post assessment exercises will be undertaken with wider groups of stakeholders, consisting of UNFPA staff both in HQ and in the COs, as a means of measuring the impact of the programme in terms of improving the youth-friendliness of UNFPA’s policies, programmes and processes. All these ongoing M&E activities are to inform us on how to improve the programme on the basis of the lessons learned, as well as to measure the efficacy of youth-adult partnerships in order to contribute to generating evidence on this approach. 

�  So far the SYP fellows have been working directly with the Adolescent & Youth Cluster in TSD, but the programme is now also looking into having the fellows share their time between GD and other TSD units that work on issues relevant to fellows’ interests.





� If no suitable candidate is found among the top 2 ranking applicants, the remaining short-listed candidate(s) will be interviewed.


�  Naturally we are aware this can only be arranged in case the candidate resides in the same city as where the CO is located


� Should the fellow not live in or near the capital city where UNFPA CO is located, SYP will cover reasonable housing costs.





