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Checklist: Secondments from non-State actors

This checklist is designed to support FENSA Focal Points reviewing secondments’ proposals. Please fill out the checklist and ensure all elements of the secondment’s term of reference (TOR) are considered before referring the secondment proposal to DAN.
	
1- please confirm the category of the non-State actor from which the secondment is proposed: 
☐ Nongovernmental organization 
☐ Philanthropic foundation 
☐ Academic institution

Note: Secondments are not allowed with the private sector (including business associations).

	


	[bookmark: _Hlk54782972]Official name of the non-State actor in English: Click or tap here to enter text.

	

	Type of the non-State actor: Choose an item.	


	

	Contact details of the non-State actor:
Click or tap here to enter text.
	



	

	Short description of the non-State actor:
Click or tap here to enter text. 





	
2- Please confirm that the entity submitted the required documents as per paragraph 39 FENSA.

The documents are as follows:
a. copy of its legal status; 
b. names and affiliations of members of its decision-making body;
c. sources of funding (lists of donors and sponsors); 
d. by-laws, constitution or certificate of establishment;
e. its affiliation (parent entity, subsidiaries or branches); and
f. a signed tobacco-arms disclosure statement by an authorized representative of the entity, without alteration, during the current calendar year. 

	
☐Yes 
☐No









	


	Level and title of the secondment position: 
Click or tap here to enter text.
	



	

	Rationale and purpose of the secondment:
Click or tap here to enter text.



When developing the term of reference (TOR) for the secondment positions, please confirm that the following elements have been considered: 
	
3- The secondment position is time-pound, temporary in nature and does not exceed two years. 

	
☐Yes 
☐No
	


	
4- The secondment position requires a high level of specialized technical expertise. 

	
☐Yes 
☐No

	


	
5- The secondment position responds to a technical need that cannot be met from within the organization.

	
☐Yes 
☐No

	


	
6- The releasing non-State actor will cover all costs of the secondment position.

	
☐Yes 
☐No

	
 


	
7- WHO determined the term of reference for the secondment position, and it is in line with its programmatic priorities and comply with WHO’s policies and rules.

	
☐Yes 
☐No

	


	
8- The secondment excludes managerial and/or positions that involve the validation or approval of WHO’s norms and standards.
	
☐Yes
☐No
	


	
9- The non-State actor is informed it must propose, whenever possible, at least three qualified candidates to WHO from whom the Secretariat may select the most suitable candidate giving due regard to gender and geographical distribution.

	
☐Yes
☐No 



	

	
10- The non-State actor confirmed that it will propose secondees who fulfil the minimum criteria for the relevant position. 
	
☐Yes 
☐No

	

	
11- The non-State actor confirmed that the secondee will be an employee of the releasing non-State actor before the secondment. 
	
☐Yes
☐No
	

	
12- The non-State actor confirmed that the secondee will be guaranteed, by the non-State actor, a right of return to the non-State actor.  
	
☐Yes 
☐No
	

	
13- The non-State actor has been informed that it must consider gender and geographical diversity for the secondment position.
	
☐Yes 
☐No

	

	If you selected No to any of the checklist points please elaborate more:  
Click or tap here to enter text.
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