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 INTRODUCTION 

 

Well qualified, experienced and motivated staff and consultants represent Montrose’s most valuable 

resource. Effective recruitment and selection are therefore fundamental to the success of the 

organisation.  

 

These guidelines are intended to ensure that we: 

 

• Attract, select and retain the best possible candidates  

• Ensure that applicants and staff are treated equitably, consistently and sensitively  

• Adhere to high standards of recruitment best practice 

• Promote career and succession planning to retain skilled and experienced staff 

• Take all reasonable steps to ensure that applicants may be safely entrusted with the duties of 

their position. 

• Make decisions which reflect Montrose’s commitment to providing equal opportunities  
 

The following policy document strictly applies to all employees, consultants, sub-contractors and 

any person or company acting for or on behalf of Montrose within all regions, areas and 

functions.    

 

For the avoidance of doubt, if you are in any way acting for or on behalf of Montrose, all aspects 

of this policy apply to you.  

 

1.1. Ethical conduct  

 

Montrose values its integrity and is committed to maintaining the highest level of ethical standards in 

the conduct of its business affairs. Montrose holds a zero-tolerance to all forms of bribery and 

corruption (see Montrose Anti-Bribery and Corruption Policy, the Conflict of Interest Policy and the 

Safeguarding Policy in relation to recruitment). 

 

 PRE-RECRUITMENT PROCEDURES 

 

All new positions and/or replacement of existing personnel should be approved by the Senior 

Management Team (SMT). Senior management roles (new or replacement) are approved by the Board. 

Part of this approval should be agreement on the following: 

 

• Key characteristics of the job and the experience and/or skills required    

• Details of the terms and conditions of the post 

• A time schedule and the procedure for selection 

 

Once approval has been granted and the above details decided upon, the following steps should be 

taken: 

 

2.1.  Create an appropriate job description 

 

A post should be described as accurately as possible for selection purposes.  

 

This will include clarity on required experience and skills (leadership and management; geographic; 

technical; etc.). Principal terms and conditions of employment, organisational relationships, work setting, 
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line management, management responsibility, limits to authority, discretion and judgment should be 

specified.  

 

Job descriptions should be clear and accurately represent the open position. They should include:  

 

• A brief description of Montrose 

• A short summary of the role’s purpose  

• A description of line management relationships & responsibilities 

• A detailed outline of roles and responsibilities of the position 

• A list of personal specifications indicating which are ‘essential’ and ‘desirable’ skills and 

experiences for the position 

• Details of how to apply including  

o Contact details of who to send the application to 

o Date by when the application should be received 

o What to include in the application e.g. CV and cover letter 

o How to title the e-mail application 

o Details of any GDPR-compliance requirements  

 

The job description should be using the Montrose standard format (see Annex 7.1) which is consistent 

with the company’s vision, mission and values. It should be written in a polite and engaging tone. Jargon, 

complicated phrases and gender-specific language should be avoided. 

 

In some cases, a position may have key sifting or exclusionary criteria. In this case, these will be clearly 

identified within the job description. This could include: 

 

• Nationality – in cases in which the position is for national (or nationally resident) individuals only.   

• Key language skills – in cases where fluency of a given language is required, anyone whose CV 

does not show this skill will be rejected. 

• Eligibility to work in a given location – this is particularly relevant in jurisdictions with tight visa 

restrictions. 

 

Montrose is an inclusive company, and any discrimination, bullying or harassment in the workplace 

(including during recruitment) will not be tolerated. 

 

 RECRUITMENT PROCEDURES 

 

3.1.  Advertise available positions 

 

The job opportunity will be advertised using international and national channels as appropriate for the 

position. The grade, hours, salary, job description, person specification and local labour market trends 

should be considered when deciding the best channels for advertising the position both nationally and 

internationally.  

 

Where possible – and appropriate – a variety of media channels should be used to publish 

advertisements. For example, advertisements should be placed on the Montrose website, Montrose 

LinkedIn page, online recruitment websites such as DevEx and ReliefWeb, as well as in local Job Centres, 

local working groups, newspapers or any other locally appropriate sites. 

 

The contact person named in the advertisement is responsible for the recruitment. This individual will 

ensure: 
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• All applications are tracked and acknowledged in a timely manner 

• Candidates are fully informed on the application process and the status of their application 

• Applicants’ questions are answered 

• Unsuccessful candidates are informed in a timely manner 

• Feedback to unsuccessful candidates is provided on request 

• GDPR compliance throughout the process 

 

During the application period, candidates are welcome to contact Montrose to ask for any relevant 

information, including the ability to request Montrose policies. All documentation submitted to 

Montrose during the application process will be held privately and confidentially.  

 

3.2.  Headhunting 

 

Where appropriate – when the skills required are for highly specialised positions; the position is time 

sensitive; or in instances where open recruitment has not been successful – headhunting may be 

considered. Headhunting is where someone meeting the personal specification can be approached 

directly and encouraged to apply for the position. This can include individuals who are on the Montrose 

consultancy database whose skill sets match the position; individuals known to Montrose through 

existing projects; individuals found through targeted recruitment searches. 

 

In some cases, a combination of headhunting and open recruitment may be applied. 

 

The recruitment process will follow the same procedure as for open recruitment. However, the individual 

responsible for headhunting will be excluded from the decision-making process once the candidate has 

sent their initial application. This is intended to support an objective review of the application. 

 

3.3.  Shortlisting 

 

Shortlisting for any position is to be wholly evidence-based. It relies on a review of the submitted CV, 

cover letter, supporting documentation and (particularly for second round shortlisting) test scores. 

 

Shortlisting for any position will usually include two or more stages (a longlist and a short list) and will 

be carried out by a minimum of two Montrose employees. In some cases, an initial sift will be completed 

against the exclusionary criteria (e.g. fluency in a given language). 

 

All applications will be shortlisted according to the personal specifications outlined in the job 

description.  The results will be scored against the criteria outlined within the personal specification 

section of the job description as follows: 

 

• 2 points will be awarded if they fully meet the criteria 

• 1 point will be awarded if they partially meet the criteria 

• 0 points will be awarded if they do not meet the criteria 

 

Scores are entered into a spreadsheet to allow for easy comparison between the candidates. The 

applicants with the highest scores will be shortlisted. Comments will also be given to highlight areas 

within the CV which should be considered for the following section. This may help to identify an 

individual who perhaps scores poorly against some criteria but offers something that goes well beyond 

the initial job specification. This will be considered by the recruitment panel on a case by case basis. 

 

Where possible, between three and five candidates will be shortlisted and invited for an interview. 
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3.4. Interviews  

 

All shortlisted candidates will be invited to attend a selection interview either in person or via 

Skype/phone/WhatsApp. Candidates who are attending an in-person interview will always be asked 

whether they have any disabilities which could make the interview (or office access) difficult. An 

alternative arrangement will be made in discussion with the candidate. Given the nature of our business, 

time zones need to be taken into consideration. Interview timing will usually involve a discussion with a 

candidate, and we will always try to be flexible if an alternative time is required. 

 

Interview panels must consist of at least two Montrose employees, one of whom has responsibility for 

the appointment. Where possible and appropriate, the panel should consist of members from both 

sexes and a national staff representative. If the candidate is known to either of the interviewers, this 

must be declared openly at the start of the interview, and wherever possible avoided by replacing the 

affected interviewer before the interview takes place. 

 

Interviews will last for approximately one hour and will allow time for the candidate to showcase their 

prior experience and skills in relation to the job description. There will be an opportunity for candidates 

to ask questions about the company and the position to ensure they are clear about the role and the 

terms and conditions of the post.  

 

All interviews will be notarised and scored. The same core interview matrix will be used for all candidates 

to reduce the impact of unconscious bias among the interview panel.  

 

Following each interview, the interviewers discuss the merits of the candidate and compare scores given. 

Interview panellists are encouraged to include a degree of self-reflection during this discussion to 

identify and articulate any underlying bias that they had during the discussion. By raising this openly, it 

becomes easier to detach this from the objective assessment and to reduce the risk of further 

unconscious bias during the recruitment process. It also ensures a culture in which individuals are aware 

of the risk of unconscious bias and are able to actively discuss its existence, consequences, and learn to 

manage it. 

 

All notes from interviews will be kept until the position has been filled and all unsuccessful candidates 

are informed. This ensures that if there are any disgruntled candidates, an external member of the SMT 

not present in the interviews can see where how the scores were derived to ensure fairness was 

maintained. 

 

3.5.  Competency-based testing 

 

For certain positions, the candidates may be asked to carry out a written or oral competency-based test 

which relates to the specifications of the job. This could be timebound or open; computer or paper 

based; office or home based. 

 

When a test is required, the structure of the test (including questions, timelines, location, criteria for 

scoring etc.) will be agreed in advance. Candidates will be asked whether they are able to complete the 

test within the agreed scope, and flexibility will be provided for candidates who may need additional 

support. For instance, a candidate who is unable to access the office may have an opportunity to 

complete the test at home within a strict timeline. 

 

Once the tests have been submitted, the person leading the recruitment will use the pre-agreed criteria 

to score each candidate to ensure fairness is maintained. Scoring of tests will be carried out by a 

minimum of two Montrose employees. 
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3.6.  Pre-employment checks  

 

All offers of employment will be made subject to satisfactory pre-employment checks. No applicant can 

commence employment until the following has been obtained: 

 

• Due Diligence Form 

• Conflict of Interest Declaration forms (or a signed nil return where appropriate) 

• Clear anti-terrorism checks 

• Two satisfactory references  

 

3.7.  Due diligence and conflict of interest 

 

All candidates will be asked to complete the Montrose Consultant Due Diligence form (see Annex 0) 

and, where appropriate, the Conflict of Interest (CoI) Declaration form (see Annex 7.3). If there are any 

matters arising from the completion of either forms, these will be fully investigated and documented 

before an offer of employment is given.  

 

Only once Montrose – and in certain circumstances the client – is fully satisfied that there are no risks 

involved in the employment of the candidate, will an offer of employment be taken forward. 

 

If there are any issues arising from the Due Diligence and/or CoI forms which cannot be mitigated 

effectively, the candidate’s application will be withdrawn from the process and the reasoning for this 

communicated in writing to the candidate.  

 

3.8.  Anti-terrorism checks 

 

Montrose will take every precaution to ensure we never employ or otherwise provide financial benefit 

to anyone found to be connected in any way to terrorist activities or a terrorist organisation including 

organisations who fund terrorism. Therefore, prior to any contracting, individuals and/or companies 

must be checked to ensure they do not appear on any of the following sanctions lists as a minimum. 

Other sanctions lists may also be checked in addition to the below wherever possible: 

 

UK Government Sanctions Lists 

http://hmt-sanctions.s3.amazonaws.com/sanctionsconlist.pdf 

 

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/67

0599/20171222_Proscription.pdf 

 

UN Sanctions List 

https://scsanctions.un.org/fop/fop?xml=htdocs/resources/xml/en/consolidated.xml&xslt=htdocs/reso

urces/xsl/en/al-qaida.xsl 

 

These checks should be completed before the initial contract as part of the due diligence process and 

on an annual basis thereafter for as long as the contract is live. 

 

The checking procedure for individuals to be contracted will involve opening each of the links above 

and using Ctrl-F to bring up the ‘Find’ tool. The individual name(s) will be typed into the find tool in all 

appropriate combinations to see if they can be found. If they are found, subsequent checks will be 

carried out using additional web-based and in person checks with security companies etc. using their 

given contact details to re-confirm whether that specific candidate is appearing on the sanctions list 

and not someone with a similar name. 

http://hmt-sanctions.s3.amazonaws.com/sanctionsconlist.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/670599/20171222_Proscription.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/670599/20171222_Proscription.pdf
https://scsanctions.un.org/fop/fop?xml=htdocs/resources/xml/en/consolidated.xml&xslt=htdocs/resources/xsl/en/al-qaida.xsl
https://scsanctions.un.org/fop/fop?xml=htdocs/resources/xml/en/consolidated.xml&xslt=htdocs/resources/xsl/en/al-qaida.xsl
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Checks will be carried as part of the recruitment screening procedure for long or short-term consultants, 

employees or other individuals providing services to Montrose. 

 

For companies the procedure is a little more complex. As well as using the name of the company to run 

the checks, it is important to also find out the key influencers within the company such as the board, 

the CEO/Managing Director, the Senior Management Team, the Lead Representative in-country and at 

other country offices are checked where appropriate. This list of names should each be checked against 

the UK government and UN sanctions lists using the methodology outlined in the Anti-Terrorism Policy. 

 

Companies will be checked whether they are providing direct project support (e.g. sub-contracted on a 

given project); or are in anyway supplying goods and services to Montrose (e.g. landlords of office 

premises). 

 

Regardless of the outcome, the recruitment manager must complete the declaration form (Annex 7.4) 

to confirm their findings – positive or negative. This form must be put together with the Due Diligence 

and CoI declaration form (where applicable) as part of the candidate’s Human Resource file to be held 

by the Director of Finance and Administration. 

 

3.9. References 

 

References should be requested from a minimum of three referees given by the candidate. The referees 

must:  

 

• include the current, or most recent, line manager 

• have worked with the candidate in the past three years 

• not be friends or relatives of the candidate  

 

No reference should be taken up without the prior permission of the applicant. The job description for 

the position should be shared with the referees to ensure their responses are guided by the skills and 

experiences Montrose are looking for in the candidate. Referees will be informed that their references 

will be fully confidential and will not be shared fully, or in part, with the candidate. All references must 

be sent directly from the referee, and not via the candidate.  

 

At least two satisfactory references must be received before an offer can be made. If fewer than two 

referees respond, the candidate should be asked for additional contact details until two satisfactory 

references are received. If the references are not satisfactory, Montrose SMT will discuss with the 

applicant and withdraw the offer. 

 

If only one reference is received (which is satisfactory), the SMT will review whether there are any 

exceptional circumstances which would warrant the offer continuing. For example, if the candidate is 

very junior and has not worked previously, they may be requested to provide a mix of academic and 

character references. Only highly extraordinary circumstances would lead to an employment offer 

continuing without two satisfactory references.  

 

If the decision is made to withdraw the candidate’s application for any reason, written feedback will be 

shared with them.  

 

3.10. Management of locally hired personnel 

 

In certain circumstances, Montrose will contract a third party to manage the human resources of locally 

hired national personnel. In this instance, any staff recruited through a third party are managed directly 
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by Montrose. Montrose manages their performance (directly or indirectly through their line manager), 

determines their salary amounts, benefits, leave requests, and absences. In this instance, the role of the 

third party would be contracting and contract management, calculation and payment of national 

benefits and all applicable employer taxes.  

 

In the event that national personnel engaged by a third party to work for Montrose are no longer able 

or suitable to continue working on the project, Montrose will inform the third party in writing of the 

decision and the rationale for this decision. The third party will then formally inform the individual and 

take all necessary action to implement the dismissal according to legal requirements of the country in 

question. Montrose will be kept informed of all steps taken by the third party in this regard. 

 

3.11. Confidentiality and data protection 

 

Applications, CVs, cover letters, Due Diligence and CoI forms and references are confidential documents 

containing personal information. Montrose adheres strictly to the European Union (EU) General Data 

Protection Regulations (GDPR) and will ensure to keep all personal information sent as a result of the 

recruitment process confidential. All data will be processed and held in accordance with the Montrose 

Data Protection and GDPR Policy as found in the Montrose GDPR Policies and Procedures pack. 

 

 APPOINTMENT AND CONTRACTING PROCEDURES 

 

4.1.   Appointment  

 

Once all of the pre-employment checks have been completed, an offer of appointment will be made 

and negotiations with respect to salary and benefits will ensue. Once an agreement has been reached, 

the contract of employment will be sent to the candidate for them to read and sign.  

 

In some cases, an initial conditional offer will be discussed with the candidate during the pre-

employment checks, to ensure that any concerns which are likely to be flagged during the negotiation 

are known as early as possible. It will be made clear to the candidate that the conditional offer may be 

withdrawn or changed with immediate effect if the pre-employment checks are not passed. 

 

4.2.  Contracting 

 

Any questions arising from the contract will be answered promptly and time will be taken to ensure that 

all employees fully understand each clause. In addition, Montrose will supply the employee with a ‘pack’ 

of Montrose policies. Each contract states that the individual or company signing has read and agrees 

to adhere to these policies.  

 

Once the contract is signed, the new employee will be taken through our ethical conduct training which 

will include the key aspects of each of the Montrose policies, including the Code of Conduct, to reinforce 

their importance and, once again, ensure full understanding of Montrose’s expectations of our 

employees. 

 

4.3.  Next of kin and proof of life 

 

Each candidate will need to complete a Next of Kin and Proof of Life form (see Annex 6.5) to accompany 

their contract. Once completed, the forms should be put into a sealed envelope and will either be stored 

with their human resources file which sits with the Director of Finance and Administration (if the 
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appointment is made in the UK), or in a locked filing cabinet in the Kampala office where the Managing 

Director, as the head of the Montrose Crisis Management Team, is based. 

 

When developing the Proof of Life questions, the following should be considered: 

 

• The answers to the questions should be personal to the employee and should be something 

which is not known by many people, if anyone 

• The answers should not be easily found out online through searches, social media photos, etc 

• The answers should not change such as a favourite food or colour, which can change over time 

• The answers should be something the employee will remember even under duress 

 

 EQUAL OPPORTUNITIES  

 

Montrose is an equal opportunities employer and seeks to provide equal-opportunity employment to 

all employees and applicants. This policy relates to all employment decisions, including those in 

connection with recruitment, hiring, training, promotion, compensation, benefits, termination, and all 

other terms and conditions of employment. 

 

5.1.  Equality, diversity and inclusion 

 

Montrose strongly believes in equality, diversity and inclusion within its workforce. At Montrose, 

diversity refers to all the ways in which we differ. This includes but is not limited to age, gender, disability, 

ethnicity, religion, nationality and sexual orientation. Montrose encourages qualified candidates from 

all backgrounds to apply to become part of our organisation. We believe this helps to create a working 

culture where differences are valued and personnel feel involved, respected and connected. The 

inclusion of a variety of ideas, perspectives and backgrounds will help to reduce and eliminate barriers 

that stand in the way of full participation and will help to unleash the creativity of a diverse workforce.   

 

Under no circumstances will a candidate be discriminated against based on their personal information. 

Although there may be some characteristics (such as eligibility to work in a given country), which will 

be used to shortlist applicants. 

 

All personnel involved in the recruitment process will be reminded by the SMT of their responsibility to 

monitor their own unconscious bias and to ensure a diverse and inclusive recruitment and selection 

process. This is included in the ethical conduct training which each Montrose employee will be taken 

through when they are newly recruited and following each annual update of the policies and 

procedures. 

 

The Montrose office in Kampala has disabled access and has no physical barriers to disabled candidates 

attending interviews. In the Jersey and Myanmar offices, should a candidate with a disability be asked 

to attend an interview, Montrose would offer a Skype interview or hire a suitable space for the interview. 

Should that candidate be successful, Montrose would make the necessary amendments to the office to 

ensure disabled access for the employee. This will in no way influence the decision of the recruitment. 

 

 CONSEQUENCES OF BREACHING THIS POLICY 

 

Any breach of this Policy is a serious offence and will be treated as such. Therefore, an employee, 

consultant, sub-contractor or any person or company acting on the behalf of Montrose in breach 

of this policy would face disciplinary action, including dismissal and appropriate legal action.   
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 ANNEXES 

 

7.1.   Job description template 

 

JOB DESCRIPTION 

[Insert Job Title] 

[Insert Country Where Job will be Based] 

 

Montrose (www.montroseint.com) is a growing international development company with a Head Office 

in the UK, and regional offices in Uganda and Myanmar.  We work throughout Africa and Asia-Pacific 

delivering health, education and income generation projects for aid agencies such as the UK 

Government’s Foreign, Commonwealth and Development Office (FCDO) and UNICEF, and private 

company clients.  

 

The purpose of the role: 

 

Insert a summary description of the type of candidate Montrose are looking for and why e.g. what we 

are hoping this position will achieve. 

 

Include who the role will report to in this section and any line reports they may have 

 

Specific roles and responsibilities of the position: 

 

The successful candidate will be expected to perform the following tasks with respect to this position: 

 

[Insert heading e.g. Programme Management] 

• Insert specific tasks in relation to this heading for which this position will be responsible.  

 
[Insert heading e.g. Company Representation] 

• Insert specific tasks in relation to this heading for which this position will be responsible.  

 

Personal specification for the role: 

 

List in bullet points all academic, work experience and personal skills required for the position so the 

potential candidate can understand what Montrose would be looking for when following the selection 

process for the role. Indicate where possible which are ‘essential’ and which are ‘desirable’ 

skills/experiences for the position. 

 

How to apply: 

 

Interested applicants please send your CV and a Cover Letter explaining why you are a suitable 

candidate for this role to  hruk@montroseint.com by [insert date]. All applications should include the 

reference [insert reference] in the subject line. 

 

 
Please visit our website for our Privacy Policy (http://www.montroseint.com/privacy-policy/) and how job applicants’ personal 

data is processed and protected. A full version of our Privacy Policy related to job applicants is also available from 

dataprivacy@montroseint.com 

 

  

http://www.montroseint.com/
mailto:%20hruk@montroseint.com
http://www.montroseint.com/privacy-policy/
mailto:dataprivacy@montroseint.com
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7.2. Consultant due diligence form 

 

Consultant Information 

 

Full name of Consultant:  

Contact details (address, phone 

number, e-mail etc.): 

 

 

 

 

Prior Conduct 

 
Have you ever been accused or convicted of any of the following offences (if yes, please give details): 

 

Bribery (including offences under 

the UK Bribery Act 2010): 

☐ Yes                

☐ No 

Fraud: ☐ Yes                

☐ No 

Corruption:  

 

☐ Yes                

☐ No 

Sexual offences: ☐ Yes                

☐ No 

Breaches of employment law 

including in relation to 

discrimination, equal 

opportunities, or child labour: 

☐ Yes                

☐ No 

Participation in a criminal 

organisation: 

☐ Yes                

☐ No 

Offences under the UK Counter-

Terrorism Act 2008: 

☐ Yes                

☐ No 

Breaches of the UK Official Secrets 

Act 1911 to 1989:  

☐ Yes                

☐ No 

Breaches of the Data Protection 

Act: 

☐ Yes                

☐ No 

Offences related to non-payment 

of tax or social security 

contributions: 

☐ Yes                

☐ No 

Offences related to distortion of 

competition, or collusion: 

☐ Yes                

☐ No 

 

Do you have any international 

sanctions against you? 

☐ Yes                

☐ No 

Have you ever been dismissed 

from a professional position as a 

result of gross negligence or 

misconduct? 

☐ Yes                

☐ No 
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Conflict of Interest 

 

Are you a close relative of a public 

official in the country of 

assignment: 

☐ Yes                

☐ No 

If ‘Yes’, please provide details   

 

Have you been involved in the 

preparation of the procurement 

procedure for the project in 

question? 

☐ Yes                

☐ No 

If ‘Yes’, please provide details  

 

Have you worked for FCDO, the 

Crown or any other Montrose client 

in the past two years? 

☐ Yes                

☐ No 

If ‘Yes’, please provide details  

Please disclose details of any business, financial, personal or professional activities or connections which 

might be considered to have a potential to give rise to a conflict of interest with you in connection with 

Montrose and/or this contractual agreement. 

If there is a potential conflict of interest, please state how this conflict of interest could be avoided. 

 
 
 
 

 
References 

 

Please provide two professional references from roles performed in the last two years that are relevant to the 

assignment.  

Reference name:  

Position:  

Contact details: 

 

 

 

 

 
 
 
 

Reference name:  

Position:  

Contact details: 
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Declaration 

 

I declare that to the best of my knowledge the answers submitted in this questionnaire are correct.  

 

I understand that the information will be used to assess my suitability to be engaged as a consultant by 

Montrose.  

 

I accept that, to verify the information provided in this form, Montrose may request further supporting evidence 

from me or may engage a third party to verify the information provided, within the scope of relevant laws and 

regulations including those related to data protection.  

 

I understand that failure to answer all relevant questions fully or to provide false/misleading information may 

result in Montrose withdrawing their partnership with me. 

 

Name of signatory:  

Signature:  

Date:  
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7.3. Conflict of interest declaration form 

 

Personnel name:  

 

Position:  

 

Manager’s name: 

  

 

Please indicate what category of potential/actual Conflict of Interest you would like to declare (please 

tick all that apply): 

 

Financial interest  

 

Personal relationship 

 

Political interest 

 

Gifts and hospitality 

 

 

 

Please describe the nature of the potential/actual personal interest(s) that could impact on your ability 

to carry out, or be seen to carry out, your official duties impartially: 

 

 

 

 

 

 

 

 

 

 

Following a meeting with your manager, please describe the mitigating measures put in place to prevent 

the occurrence of the Conflict of Interest and/or reduce the impact of the CoI on your carrying out your 

official duties: 
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Declaration 

 

I hereby declare that the information in and accompanying this disclosure is true and complete to the 

best of my knowledge and belief. I declare that I have disclosed all associations required for disclosure 

under the Montrose Conflict of Interest Policy and that, except as declared, once mitigation measures 

are in place I do not consider that any of the associations present an actual conflict of interest occurring.  

 

Should there be any change to the above information and declaration, I will promptly notify Montrose 

and complete a new declaration of interest form that describes the changes. This includes any change 

that occurs before or during my work with Montrose and through the period of my engagement up to 

finalisation or completion of the contract.  

 

I understand that information about my interests will be held by Montrose for a period of 10 years after 

the end of the contract, after which the information will be destroyed.  

 

I understand that these forms will be considered confidential and will be reviewed in accordance with 

the CoI Policy. I hereby declare that I will comply with the Montrose CoI Policy and the mitigating 

measures described above throughout the duration of my contract.  

 

 

Name:  

 

 

Signature:  

 

 

Date: 

 

 

Action by Manager 

 

The above potential CoI and mitigating measures have been discussed with the personnel in question 

and are appropriate to resolve the real or potential conflict of interest disclosed above. 

 

 

Name:  

 

 

Signature of Manager:  

 

 

Date:  
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7.4.  Anti-terrorist background check declaration form 

 
I [NAME] can confirm that on [DATE] the Consultant/Sub-contractor, [NAME], was/was not found 

to be named on one of the following anti-terrorism lists: 

 

UK Government Sanctions Lists 

http://hmt-sanctions.s3.amazonaws.com/sanctionsconlist.pdf 

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/67

0599/20171222_Proscription.pdf 

 

UN Sanctions List 

https://scsanctions.un.org/fop/fop?xml=htdocs/resources/xml/en/consolidated.xml&xslt=htdocs/reso

urces/xsl/en/al-qaida.xsl 

 

 

Signed:_____________________ 

 

 

Date:_____________________ 

  

http://hmt-sanctions.s3.amazonaws.com/sanctionsconlist.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/670599/20171222_Proscription.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/670599/20171222_Proscription.pdf
https://scsanctions.un.org/fop/fop?xml=htdocs/resources/xml/en/consolidated.xml&xslt=htdocs/resources/xsl/en/al-qaida.xsl
https://scsanctions.un.org/fop/fop?xml=htdocs/resources/xml/en/consolidated.xml&xslt=htdocs/resources/xsl/en/al-qaida.xsl
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7.5. Next of kin and proof of life form 

 

This form is highly CONFIDENTIAL. Please do not show to colleagues.  

 

It can ONLY be viewed by pre-defined persons within the Montrose Management Team. 

 

Once completed, please put this form inside the sealed envelope provided. 

 

Please complete this form in BLOCK CAPITALS. 

 
Your Personal Details 
Name 

 

 

Surname 

 

 

Maiden name(s) 

 

 

Place of birth (town & 

country) 

 

Nationality 

 

 

Religion 

 

 

Phone number(s) 

 

 

Email address  

 

 

Home address  
 
 
 

 
Next of Kin Details  

Name 

 

 

Surname 

 

 

Relationship to you 

 

 

Phone number(s) 

 

 

Email address  

 

 

Home address  
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When developing the Proof of Life questions, the following should be considered: 

 

• The answers to the questions should be personal to the employee and should not be 

something which is not known by many people, preferably by anyone else 

• The answers should not be easily found out online through searches, social media photos etc. 

• The answers should not change such as a favourite food or colour can change over time 

• The answers should be something the employee will remember even under duress 

 
Write down four questions (with answers) known only to you or someone close to you 
Question 1 

 

 
 
 

Answer 1 

 

 
 
 

Question 2 

 

 
 
 

Answer 2 

 

 
 
 

Question 3 

 

 
 
 

Answer 3 

 

 
 
 

Question 4 

 

 
 
 

Answer 4 

 

 
 
 

 

  

Emergency contact details (This is the first person to be contacted in case of emergency. Leave blank if 

your emergency contact is the same as your next of kin) 

Name 

 

 

Surname 

 

 

Relationship to you 

 

 

Phone number(s) 

 

 

Email address  

 

 

Home address  
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7.6. Reference check form 

 

Montrose is an international development project management and consultancy company providing 

support to clients operating in the developing world. Specialised in the sectors of health, education, 

rural livelihoods and private sector development, our clients include bilateral and multilateral 

development agencies, the private sector, Non-Governmental Organisations and other development 

stakeholders. 

 

We seek to conduct a background reference check on Name for the purpose of fulfilling internal policy 

but to also ensure Montrose hires the best possible candidate. Kindly fill in the form below.  

 

Applicant  

Name:  

Position applied for:  

Reference checked by:  

Employer name:  Position:  

Contact person:  Phone number:  

 

Was the applicant an employee of your company? Yes  []   No [  ] 

What were the applicant's dates of employment? Start date:  

End date:  

What was the applicant's salary? Starting salary:  

Ending salary:  

 

Background information 

What was the applicant’s position and responsibilities? 

 

How would you rate his performance? 

 

What are the applicant’s strengths? 

 

What are the applicant's weaknesses? 

 

Did the applicant get along well with management and co-workers? 

 

Was the applicant promoted while with your company? 

 

Can you describe this person's experience working as a member of a team? 

 

How would you describe the applicant's interpersonal skills? 

 

Why did the applicant leave? 

 

Did the applicant have any performance issues? Kindly elaborate 

 

Could you describe how good a fit you think the applicant would be for this position? 

 

Is there anything I haven't asked that you would like to share with me? 

 

Would you rehire this applicant?   Yes [  ]    No  [  ] 

 


