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	DISCLAIMER
This handbook provides a step-by-step guidance for staff directly involved in the processing of administrative actions to support and facilitate the implementation of WHO policies and procedures. This is for guidance only; it is neither authoritative nor binding. This reflects the policies and procedures of WHO at the time of writing; however, policies and procedures change from time-to-time. In the case of a conflict between this guidance and the WHO eManual provisions, the WHO eManual provisions take precedence.
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[bookmark: _Toc137402230]Introduction
In principle, emergency humanitarian activities should be phased out when the exceptional needs arising from the emergency no longer exist and normal health and related services, together with ongoing development activities, can meet the needs of the population. Ideally, there would be a smooth transition from relief through recovery and into normal and development activities.In practice, humanitarian assistance sometimes has to be phased out earlier because of a lack of resources. It is the responsibility of WHO, and the WHO country representative (WR) or the Incident Manager (IM) in particular, to do everything possible through advocacy and resource mobilization efforts to ensure a smooth and timely transition. 
This handbook provides direction for when Operations Support and Logistics (OSL) services are deactivated or integrated into Business and Operations Support (BOS) to pursue the phasing out of the health response support.
In the OSL’s Standard Workflow (see eManual XVII.9.1.2), the stage that covers OSL deactivation is “Change & Exit”. 
[image: ]

The phasing down of emergency assistance and activities must be envisaged from an early stage of the operation – preferably at the time when projects are planned. The phasing out of individual activities and of the whole emergency programme and operational setup (including any field sub-offices) must be carefully planned and managed. 
The phasing out and transition process is not a linear operation. In each context there will be different requirements that will impact each other. The Closure Process diagram below details the hierarchy of functions and activities involved in a closure but also demonstrates that none of the actions can be considered independently. A solid and transparent communication strategy, managed and controlled by the senior management of the WHO Country Office (WCO) will be crucial to ensure successful and persistent closure.
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[bookmark: _Toc86995395][bookmark: _Toc87547346][bookmark: _Toc90387017][bookmark: _Toc90647544][bookmark: _Toc137402231]Communication of the Transition/exit Decision 
Communicating the decision to transition/exit is a crucial step for the final outcome of the process, because much can be lost or neglected in terms of transition but also because it is important to be prepared for rumours of departure/closure. Much consideration must be given to the Organization during the transition and exit phase and to the definition of right timing. In general, the more the date of the emergency phase closure is known in advance, the better it is for everybody involved in the process (beneficiaries, staff and partners in the country). This allows for more time to understand and to prepare the transition and exit. Also, the why, when and how the emergency operations centre (EOC)/OSL will close should be well thought through and well explained to all stakeholders. In practical terms, the communication approach must be prepared for each of the different stakeholders: 
National staff
Authorities
WCO/OSL operational partners (Ministry of Health (MoH), other local or international nongovernmental organizations (NGOs), etc.)
The beneficiaries
Other organizations (NGOs, donors, etc.)
WCO/OSL “business” partners (suppliers, landlords, service companies, etc.).
All stakeholders/partners will require a formal notice (with a positive tone, clear argumentation, anticipative on the technical aspects), but informing national staff, operational partners and the authorities will require specific meetings as well. 
[bookmark: _Toc86995396][bookmark: _Toc87547347][bookmark: _Toc90387018][bookmark: _Toc90647545][bookmark: _Toc137402232]The WCO/OSL Handover Plan – Incoming/Outgoing OSL Staff
At some point the first responder staff will have completed their tasks, and new people will take over who could be in charge of managing the EOC/OSL transition and exit process. A briefing of the incoming staff and a handover should be organized, as well as a debriefing for the outgoing staff. A handover should be viewed as an important bridge in the learning process. Planning handovers is a commitment that managers – at the WCO level and Headquarters alike – need to take seriously, to ensure that the handover process supports an organized and smooth transition process. Handovers should be recognized as an organizational requirement for all OSL staff at all levels, transferring responsibilities and activities to incoming OSL staff and WCO and/or partners.
[bookmark: _Toc86995397][bookmark: _Toc87547348][bookmark: _Toc90387019][bookmark: _Toc90647546][bookmark: _Toc137402233]Steps for making a handover plan
Handovers may involve different categories of actors. In certain cases, it could be a new incoming OSL staff in the frame of staff rotation or an OSL team member assigned specifically to support the transition and exit phase. Handovers also involve WCO staff who will take over the responsibilities of continued activities during the recovery phase. Finally, handovers can involve partner organizations taking over activities. To implement a relevant handover, it is important to keep in mind a few points:
Planning a handover takes time and energy, so having a checklist of procedures in place greatly facilitates the process. Consider what you would have liked to have known and include it in your handover.
All new employees should receive a handover plan that provides sufficient information to support and facilitate a smooth and productive transfer of knowledge and an effective takeover.
The handover should be designed to help a person/organization that takes over activities to understand the status of the program/project/role and recognizes the priority tasks ahead, fully grasps the scheduled routines of the role and to become acquainted with the tools, policies, procedures and reporting necessary to fulfil the role’s expectations.
Everything to be handed over must be transparent and easy to understand. The greatest legacy you can leave is that your way of handing over meant that your successor is effective and the project continuity or transition is improving.
Advantages to a proper handover: 
It ensures that the person taking over is up to speed and effective in the shortest possible time.
It ensures that key day-to-day activities are explained, and longer-term deadlines charted.
It creates structure for the person leaving.
It promotes longer-term commitment of staff.
Possible impacts of a poor handover: 
It creates uncertainty and a lack of confidence in the person or organization taking over the activities.
It requires a longer learning period for the person/organization who takes over activities.
Loss of respect for the person/organization handing over (if handover results in confusion and crisis). 
It generates a possible loss of assets, information, documentation, materials, etc.
It creates a poorly functioning team and activities, thus reducing impact for beneficiaries.
It engenders missed deadlines and a possible loss of funding.
Steps for making a OSL staff handover plan 
All new OSL or WCO staff should receive a handover that provides sufficient information to facilitate a smooth and productive transfer of knowledge and effective takeover. Everything to be handed over must be transparent and easy to understand. An OSL staff handover is required to follow these basics outline listed below.
	Time plan
	Maintain the OSL HRP to allow the OSL Team Lead (TL) to organize the timeframe for the handover.

	Duration of handover
	The duration depends on the nature and level of responsibility. The average time frame for handover: 
· OSL TL: 5 days
· Other staff: 3 days

	Job descriptions vs TORs
	Redraft your TORs according to what you know you are actually doing. Compare it to the existing job description and discuss discrepancies with your line manager. Adjust as agreed.

	Activities chart and priority list
	List all the activities that need to occur within the next six weeks according to the OSL CONOPS. Categorize according to priority and make a time estimate for the time needed to hand over.

	Documents handover 
	Prepare documents for handover according to the OSL filing tree policy. Ensure that all documents are up to date.


[bookmark: _Toc86995398][bookmark: _Toc87547349][bookmark: _Toc90387020][bookmark: _Toc90647547][bookmark: _Toc137402234]Handover to partners 
The transition and handovers of programmes activities and equipment/supplies to partners must be done with a view to sustainability. Although the activities are transferred, this does not necessarily mean that the partners receiving the transfer will follow the same procedures nor that the quality of services will remain the same. That is why a smooth handover to a capable partner is most desirable. Sometimes a handover partner is committed to ensuring continuity of activities but still needs to seek funding (which can be time consuming) or does not have sufficient capacity and know-how, in which case instructions and advice from the OSL/WCO may be required. Perhaps a handover period should be considered with a possible evaluation at the end. 
To help the partner get started, it might be necessary to support them with drugs or other health supplies and/or with funds. OSL/WCO might need to budget for a handover. 
It is important to start seeking and identifying potential handover partners early, especially when there are few present. WCO/OSL should define and document the process for identifying and selecting the partners.


[bookmark: _Toc86995399][bookmark: _Toc87547350][bookmark: _Toc90387021][bookmark: _Toc90647548][bookmark: _Toc137402235]EOC/OSL Transition/EXIT Plan Implementation
When drawing up such a transition/closure plan, it is important to be realistic in setting times, resources and conditions. Ideally this should be an integrated exercise in which all OSL/WCO members prepare their own transition and handover planning, after which the feedback is collected by one dedicated coordinating person (the OSL Team Leader). It might be worthwhile seeking feedback from HQ. For the planning and the implementation of the transition/exit plan, it is important to consider the following points:
Establish a small “Transition Team” of dedicated OSL/EOC/WCO personnel to coordinate the practicalities of the transition and exit phase
Produce a thorough and realistic Transition/Exit Planning Workplan
Obtain sufficient financial, human and other resources to carry out the efforts
Add a transition/exit plan to the concept of operations (CONOPS)
Implement the transition and exit phase, including the documentation for the transfer of activities, resources and responsibilities to partners and to the WCO
Put in place verification routines for inventory control (commodities and fixed assets) and maintain systems at all offices during the transition and exit phase
As the exit deadline approaches, conduct frequent status and coordination meetings with WCO, EOC and/or IM
Do not commit on achievement without adequate resources or technical knowledge
[bookmark: _Toc86995400][bookmark: _Toc87547351][bookmark: _Toc90387022][bookmark: _Toc90647549][bookmark: _Toc137402236]Transition and exit: A process in five phases 
OSL transition and exit process includes five important stages:
1. Transition/exit planning phase: An transition/exit plan is added to the CONOPS when the incident management system (IMS) response is mature enough to identify steps to be taken to ensure the effective transition and exit of emergency OSL resources, roles and responsibilities.
2. Transition/exit implementation phase: In most cases, OSL resources, roles and responsibilities either end (such as in the case of a completed emergency response operation) or are transferred to the WCO and/or partners (such as in the case of a protracted crisis response).
3. The CONOPS transition/exit plan: The plan is adjusted and updated according to the operational context and the agreements of entities taking over the OSL responsibilities. Required documents, assets and commodities are transferred under the IMS approval and oversight during the transition and exit process.
4. The debriefing phase: Debriefing of OSL personnel is mandatory. End of mission and debriefing documents must be provided to the relevant stakeholders according to the terms of OSL deployment.
5. After Action Reviews (AAR): An internal OSL After Action Review is conducted in conjunction with the IMS AAR during or at the end of each operational response to collect learning gained during the response and to create action steps to be taken to improve future OSL responses. The OSL team supports WHE Monitoring and Evaluation specialists to lead this process. OSL Team Leader and other designated response staff are to contribute to any WHE after action review.


[bookmark: _Toc86995401][bookmark: _Toc87547352][bookmark: _Toc90387023][bookmark: _Toc90647550][bookmark: _Toc137402237]Implementation of OSL Transition/Exit Plan
During the implementation of the OSL transition and exit plan, it is important to pay attention to the following points:
When a timetable is set and approved, it should not allow for deviations from it unless programme units and management have very good reasons.
“Count down runs”: Peoples have different perceptions of time, meaning that not everybody can manage time with the same degree of efficiency. It is important to plan and synchronize all activities by creating a “count down atmosphere” and by visualising the actual working days left to achieve the process as planned. This will facilitate people’s confidence about the ability to reach targets and to plan their activities accurately.
The planning and monitoring of ALL the transition and exit activities should be done as a team (not on an individual level).
Communication between staff members needs to increase as the transition process continues.
The national staff should be involved as much as possible in the planning and implementation of the transition/exit activities.
[bookmark: _Toc86995402][bookmark: _Toc87547353][bookmark: _Toc90387024][bookmark: _Toc90647551][bookmark: _Toc137402238]Phasing out coordination activities 
As OSL/WCO plays an important coordination role through the Health and Logistics clusters and/or technical working groups, the coordination activities must continue as necessary. During the transition and exit phase, the resources and time dedicated to coordination may be reduced progressively as activities become more routine and as the number of health actors declines (as many international and some national health actors withdraw). 
When phasing out coordination activities (for which WHO has been responsible) during the transition and exit phase, the following key management actions should be implemented:
Progressively reduce the number of meetings, the frequency of information notes, etc.
Progressively handover to MoH and/or WCO the full responsibility for information management and for convening and facilitating coordination meetings.
In the context of the Health and Logistics clusters (where they have been activated), or within the technical working group, OSL works and coordinates the phasing out process with partners to implement as best is possible a smooth handover of the WCO activities, supplies and equipment to the MoH or other health partners that will remain.
In the context of the Health and Logistics clusters (where they have been activated) OSL/WCO agrees with the host country, MoH and other health partners on the timing of the last emergency coordination meeting.
OSL transfers all the remaining and continued coordination activities to the WCO.
[bookmark: _Toc86995403][bookmark: _Toc87547354][bookmark: _Toc90387025][bookmark: _Toc90647552][bookmark: _Toc137402239]Phasing out programme activities 
To the extent possible, emergency programmes should be progressively integrated into regular ongoing programmes, transferring responsibility to relevant technical programmes or to the development activities of other health partners. The scale of operations can be gradually reduced to a scale that activities can be sustained in the long term. 
When phasing out programme activities during the transition and exit phase, the following key management actions should be implemented:
Monitor the health status of the population, public health threats and the performance (quality and coverage) of health services provided by the various elements of the normal health system and the short-term emergency health actors.
Discuss exit strategies, potential synergies, phasing-out and handover plans within the Health and Logistics clusters/technical sector group. 
Progressively focus WCO resources and efforts on the least well-served areas and least well-performing services and encourage other international health actors to do the same in a coordinated effort.
Consult with the regional technical advisers and Head Office team to identify possibilities for activities that need to be continued to be taken over by regular programmes.
WCO, in consultation with the MoH and the other health partners directly concerned, draws up a plan and timetable for handing over specific programmes’ activities and terminating others, defining who will do what, where and when.
WCO organizes a transition meeting/workshop with partners and local authorities, as necessary, in order to address any issue and to clarify the transition process.
[bookmark: _Toc86995404][bookmark: _Toc87547355][bookmark: _Toc90387026][bookmark: _Toc90647553][bookmark: _Toc137402240]Phasing out emergency operational support platform 
Special arrangements for operational support to the emergency programme activities and to the EOC should be progressively reduced as the field activities are scaled down. OSL has a strong role to play in this process, including the following points: 
Procurement arrangements must be reviewed and phased out ahead of other aspects.
Security and telecommunications elements must be maintained until all field activities that require WHO staff presence in the field are completed.
With UNDSS and other Security Management Team members, OSL monitors the security situation and how it is expected to evolve in the coming weeks and agrees on the implications for security measures to support continuing and transitioning field operations.
Fleet management arrangements must be maintained as necessary and according to the needs. However, the fleet size will be reduced progressively according to the reduction of the emergency team and the decrease of team transport requirements.
Adequate HR and financial management arrangements must be maintained until all personnel files are closed and all payments and financial reports have been completed.
Termination of rental agreements are planned and the owners are notified according to the rental agreement terms for all the temporary structures rented for the purpose of the emergency response phase, such as warehouses, offices and accommodations.
The needs to maintain temporary suboffices in the field should be considered, bearing in mind that while it may be useful to maintain a field presence for the final stages of the recovery programme or for future regular programme activities, this has a cost and operational implications that must be considered.
On the expiry of the emergency Delegation of Authority (DoA), bank accounts opened for field suboffices under that authority must be closed and the balance of funds returned to the WCO or Regional Office (RO) bank account as required. In all cases, the maintenance of the bank accounts must be approved by the Regional Director following normal procedures.
It is important that OSL/WCO monitors the levels of demand for support activities – the numbers of purchase requests, travel authorizations, HR actions, etc., being dealt with each month – in order to adjust staffing levels accordingly.
OSL/WCO must determine the staffing requirements for the final stages of the recovery programme and for future regular programme activities in order to draw up a staffing plan and to progressively transfer required staff from the emergency operation to other activities and to terminate other employees.
OSL/WCO should review (draw up, if necessary) the inventory lists for emergency supplies and equipment, including any items “in the supply pipeline” and determine when, how and where they will be used.
OSL/WCO should determine, in consultation with the RO and Head of Office, what should be organized and done with any vehicles, information and communication technology (ICT) kits (computers, mobile phones and sat phones) and other equipment in the custody of WHO – whether the various items should be keep by the WCO, handed over to the MoH or transferred to other entities.
OSL/WCO should consult donors for review and approval of transfer and disposal of items and assets funded by those donors.
OSL/WCO should prepare the handover documents (transfer of ownership, donation certificate, etc.) for the transfer of the remaining supplies and equipment. 
OSL/WCO ensures the debriefing of staff before they leave and the compilation and analysis of their views as lessons to be learned.
OSL/WCO organizes a transition meeting/workshop with partners and local authorities, as necessary, to address any issues and to clarify the transition process. 
OSL/WCO organizes the transfers and donation of supplies and equipment and should update the Assets register accordingly.
OSL progressively transfers the operational responsibilities fulfilled by the operations room to the WCO and fixes a date for closing the operations room. 
OSL/WCO should update the Assets register accordingly.
[bookmark: _Toc86995405][bookmark: _Toc87547356][bookmark: _Toc90387027][bookmark: _Toc90647554][bookmark: _Toc137402241] Staffing plan and termination of employment contracts 
Defining a staffing termination plan/schedule, especially focused on national staff, will provide clarity on the way OSL/WCO will act towards its national and possibly international staff in the transition and exit phase. The contract termination plan should be country specific (often labour legislation sets the minimum criteria). OSL/WCO should follow the country-specific regulations and time requirements. 
All staff, but especially the national staff, should be clearly informed about and involved in the transition process as soon as the OSL/WCO Management Team has taken its final decision regarding the transition and exit plan. Being informed properly and with lead time employees are offered the opportunity to understand and assimilate the reasons for the termination. It also allows them to participate in the transition and exit process, answering questions from the partners and other stakeholders, and to prepare themselves for their own future. It furthermore creates a better trust-relationship and eases and smooths the termination of contracts.


[bookmark: _Toc86995406][bookmark: _Toc87547357][bookmark: _Toc90387028][bookmark: _Toc90647555][bookmark: _Toc137402242]Termination of supply, services, and rental contracts
During the emergency phase OSL/WCO prepares a series of contracts and agreements to fulfil the surge capacity required for the emergency response. In the frame of the transition and exit planning process, all these contracts must be reviewed and terminated according to the terms stipulated in the contracts. 
[bookmark: _Toc90387029][bookmark: _Toc90647556][bookmark: _Toc137402243]Building rentals and utilities 
Terminating rental contracts for offices and houses should be done according to the clauses in these contracts. The appropriate notification period should be respected, and the owners should be notified formally.
In many cases, the tenant is obliged to return the premise in its original condition. OSL/WCO will implement work on the premise to return it to its original condition by the termination of the lease or seek an alternative arrangement in agreement with the owner. The security deposit can be used to pay for the last month’s rent or for the work necessary to return the premise to its original condition.
Key action points for the termination of office, accommodation and warehouse rentals:
Set the termination date for each lease
Determine the notice period for termination of each lease
Check the amount of guarantees paid on signing the leases
Determine all the contractual obligations (e.g. refurbishment, other) involved for the end of the lease, and for each lease 
Communicate the decision to close as soon as possible
Consider legal advice to ensure that contracts are fully and fairly ended
Seek clear agreement about the condition that properties/compounds are to be left
Terminate each lease, respecting the contractual notice period
Conduct an inventory of each rented houses/offices/warehouses with the landlords
Ensure that any emblems, signs, flags, etc., of WHO are removed to avoid abuse
Arrange for a back-up accommodation solution in case of delay in the closure plan
Ensure that structures and facilities are formally handed over to their owners and the balance of accounts are returned to OSL/WCO
Obtain a signed final and formal settlement from each landlord.
[bookmark: _Toc90387030][bookmark: _Toc90647557][bookmark: _Toc137402244]Services providers and supply contracts 
If OSL/WCO has services provision contracts, it is important to consider deposits and/or advances on consumption that were paid when such service contracts were signed. As it is not always easy to get this money back after the contract had ended, OSL/WCO should try to have the companies deduct these amounts from the final invoice(s).
When local procurement has been conducted under service and supply contract agreements, during the transition and exit phase OSL/WCO should:
Make a list of all running service and supply contracts
If applicable determine the notice period for the termination of service and supply contracts
Determine with WCO if certain contracts should be continued and handed over to WCO after the transition and exit phase
Determine the expected termination date for each service and supply contract
Prepare a notification letter to service providers and suppliers, announcing the closure and informing them of the final date for submitting invoices
Send the notice letter to each supplier to terminate each contract, respecting the contractual notice period
Organize a solution for any invoices submitted after the closure of OSL activities by transferring responsibilities to the WCO
Check that all suppliers’ invoices have been received
Pay all suppliers’ invoices and obtain all corresponding receipts
Recover all the deposits
Organize a termination meeting with service providers and suppliers, as necessary
Hand over to the WCO the management supply and service contracts to be continued.
[bookmark: _Toc86995407][bookmark: _Toc87547358][bookmark: _Toc90387031][bookmark: _Toc90647558][bookmark: _Toc137402245]Archive: Closing the Filing System
The archiving at the end of an emergency response must be seen as actively creating a tool for the future rather than a bureaucratic liquidation of the past. Failing to do so means WHO/OSL loses important institutional knowledge. Documents or data may be of great value in a later phase (e.g. in the case of legal/administrative problems, audit trials or retrospective studies and evaluations, or simply for the sake of keeping track of what WHO/OSL did in the past). 
A balance needs to be found between the “keep everything” and the “burn everything” approach. That is why a relevant selection must be made, and the best place to do this is at the WCO level. While most documents are now in electronic form, the problem remains the same: If there is too much information stored in a disorderly way, it will be impossible to find certain documents and the users will be discouraged from classifying them. 
Ideally, a dedicated member of the OSL “Transition Team” should establish an electronic filing network system back up. In addition, important physical documents must be archived in a filing cabinet accordingly. The OSL standards filing tree below presents the different categories under which documents should be filed and archived.
	Categories
	Documents that should be filed (examples)

	00_OSL Coordination
	

	001_Partners and coordination
	LTA, BSP and MOU (PFIs), meeting minutes

	002_Information management and governing documents
	CONOPS, sitreps, memos, OSL handbook and guideline, health response plan, budget and planning

	003_Team support
	Organigram, staff list, OSL HRP, job descriptions, travel plans, etc.

	01_OSL Field Support
	

	010_Fleet Management
	Scans of the following documents must be uploaded in TrackPoint: Registration and insurance, vehicles’ memos and manuals, rental contracts, copy of invoices, accidents and insurance cases, etc. 

	011_Emergency Telecom
	VSAT, TelSat and radios inventory, authorization for telecommunication equipment, maintenance plan of VSAT, copy of agreements, contracts, correspondences from supplier

	012_Office, accommodation and Office network and EOC
	Handover of inventory, individual inventory lists, memos, copy of lease agreements, copy of security company contract 

	014_Emergency Air Transport
	LTAS, routings and schedules, passenger lists, copies of invoices

	02_ESCM
	

	020_Request management
	Statement of needs, IR, OR Mail

	021_Procurement
	Purchase orders (POs), proforma, price lists, LTA, tenders, award reports, contracts, delivery notes, DoA

	022_International Shipping doc
	Airway bills, customs, Custom rules, exceptions and authorization

	023_Stock and warehouse report
	Stock report, stock request, stock transfer

	024_Distribution
	WB, packing list, SRF

	025_Items
	Standard list, catalogue, items data sheets, MSDS 

	026_SOP and Guideline
	SOPs, trainings, etc.

	027_Planning
	Needs definition, procurement plan, etc.

	028_Methods
	IT tools, standard forms

	029_General info
	Meeting notes, etc.

	03_Health logistics
	

	030_WASH-IPC
	Decontamination SOPs

	031_Laboratory support
	Sample transport history

	032_Cold Chain and Vaccination
	SOPs

	033_Health structure support
	Structure layout and patient flow (e.g. CTC, Ebola treatment units (ETU), etc.)


[bookmark: _Toc86995408][bookmark: _Toc87547359][bookmark: _Toc90387032][bookmark: _Toc90647559][bookmark: _Toc137402246]Donations and Disposal of inventories and equipment
On completion of each emergency project, materials and equipment should normally be handed over as a donation to the MoH and/or designated national entity or partners. 
Donation is the preferred option by OSL/WCO when dealing with a surplus of project goods and equipment. Know that donors remain the rightful owners of the items OSL/WCO purchased with their donor funds. It is therefore important to know which items have been financed by which donor and to obtain their approval for any donations. Once again, a good inventory will allow OSL/WCO to trace the donor of any specific item. 
Concerning donations, transfer and/or disposal of supplies and inventories, the following general principles apply:
Equipment purchased with project funds normally should not be retained by WHO unless specified in the grant agreement.
Equipment purchased with project funds should never be given away to individuals or staff.
All donations should be properly documented with a donation certificate and properly transferred with a transfer of property/ownership title to the appropriate partners and/or government offices.
It is a generally accepted practice to approach the donor with a list of surplus items it has financed, explaining the situation and requesting the donor indicate what it would like OSL/WCO to do with the goods. It is usually helpful to indicate possible destinations to which the donor might (at least partly) agree. The range of equipment varies from vehicles, computers, generators, etc., as well as specific health and laboratory equipment and commodities. 
Donations should not be seen as an opportunity to get rid of wasted, worn-out materials or equipment in bad shape. This approach is not representative of WHO principles. Therefore, in general, donations should meet the following criteria: 
Donations of equipment and commodities should constitute a valuable contribution to the (future) operational capacity of a government entity, NGO, local organization, etc.
Equipment and commodities should be in good working order and have a reasonable shelf life (3 to 6 months); it is not an appropriate practice to donate materials that will fall apart or are near their expiration date.
The donated material should not put the beneficiary in jeopardy (e.g. when donating radio equipment could cause harassment by military personnel aiming to confiscate the goods).
The receiving party should be capable of maintaining and operating the donated equipment; therefore it is not advisable to donate to organizations that will not be able to service the goods because of a lack of spare parts, financial constraints or simply knowledge on how to operate the equipment.
In some cases, it is useful to ask organizations (e.g. hospitals, partner organizations) what they would like to get from a list of predetermined goods. OSL/WCO should discuss and approve their choices and confirm in writing what will be donated to them to avoid confusion. OSL/WCO should define a donation strategy and a disposal plan: what will be donated or repatriated; to whom and when; how do we prioritize organizations for donations, etc.
When donating equipment, the receiving organization should always issue a formal request of donation through an official request letter. OSL/WCO should always formalize the transfer using both a donation certificate and a transfer of property title, specifying that WHO no longer bears any responsibility for the goods after the donation (repair, maintenance, legal claims, etc.). The receiving party should always sign for receipt of the donated equipment or commodities.
In addition, OSL/WCO should take national legislation and/or memorandums of understanding (MoUs) into consideration when donating, especially when the goods were imported or purchased tax-free. 
Stocks
Stock levels should be gradually reduced as humanitarian assistance programmes decrease in order to avoid having large unwanted stocks at the time of closure. Customer demand must be monitored very closely, and replenishment orders reduced accordingly.
Remaining stocks can be donated either to the health care facilities that are currently supported, to other health care facilities, the authorities, the government or other humanitarian organizations.
Donated health care goods must have sufficiently long shelf-lives remaining to allow for utilization by the receiving health care facilities. Expired or unusable health care goods must be disposed of safely to avoid use or resale.

What to do with expired drugs/health supplies? 
In principle expired drugs and medical materials should not exist in WHO stocks, particularly not in large quantities. Yet, despite all theory on good stock management, it happens. Often, goods that come into the expiration "alert-phase" (less than 6 months) can be adequately donated to public services (at local or central levels) by making proper arrangements. Goods that have expired should not be used or donated anymore. In this case the goods should be disposed following the host country disposal rules applicable for any category of products.
[bookmark: _Toc5701280][bookmark: _Toc45895769][bookmark: _Toc90387033][bookmark: _Toc90647560][bookmark: _Toc137402247]Disposal Request Checklist
The following checklist provides a guideline to support WCO in preparing a disposal plan that will assist the reviewer(s) in making an informed decision:
· List the following details of equipment recommended for disposal, derived from the asset register obtained from GSM (Discoverer or BI):
	- Asset description, make and model
- Date in service
- Barcode number
- Cost (current cost in the asset register)
	- Net book value (capital equipment only)
- Current location (if relevant for the committee)
- Condition: functioning or damaged/broken



· List of assets and equipment, sorted by donor
· The reason why the equipment is recommended for disposal. This could include any of the following reasons:
· Expensive to keep operational (provide evidence to support estimated or actual repair costs, maintenance or insurance fees)
· Local regulations prohibit or discourage continued use
· WHO policy requires software or maintenance update that the equipment does not support
· Equipment is broken and not economical to repair
· Replacement is recommended on a value-for-money basis, such as being the most economical time to changeover to a newer model (e.g. for vehicles in certain locations, it may be most cost effective to trade it in on a new replacement every 5 years, or at 100,000 km)
· The proposed method of disposal and the reason for the selection; if practical a second option should be provided
· The equipment will be transferred to the entity that controls it, if known, such as a partner, buyer, recycling company, local incineration or disposal authority
· Why this entity/person was selected and a second option, if practical
· Proposed date of transfer
· A copy of the transfer of title template that will be used
· Any taxes due will be the responsibility of the buyer, and they will need to be informed in writing before the transfer of title is made
· For proposals to donate vehicles, justification as to why a sale or trade-in is not being proposed
[bookmark: _Toc86995409][bookmark: _Toc87547360][bookmark: _Toc90387034][bookmark: _Toc90647561][bookmark: _Toc137402248]Disposal and donation planning of inventories and assets
Because of the high value of assets, they are usually transferred to another WCO programme or returned to RO or HQ. However, they may also be donated in the country.
In order to plan, organize and implement donations of assets and inventories, OSL/WCO should ensure that the following actions are taken into consideration:
For guidance regarding the physical transfer of any assets and equipment, OSL/WCO must refer to OSS SOPs XIII, which can be found at 
https://emanual.who.int/eM_RelCont_Lib/Forms/SOPs.aspx.
OSL/WCO should propose a detailed transition Distribution/Disposal Plan for all the assets and inventories, with a plan that includes a timeframe, the final destinations and list of beneficiaries for the donation, whether for transferring or for the disposal of commodities, assets and inventories. 
A template of the distribution plan is shared with all the WCO field offices to ensure that all offices are operating with the same classifications.
All donations and transfers should be supported by a certificate of donation and transfer of property title in order to document and formalize the transaction.
Reverse logistics: Sensitive WHO fixed assets and equipment may be shipped back to the WHO Regional Warehouse or/and HQ for stockpiling purposes (e.g. communications equipment, TrackPoint trackers).
All donation and disposal plans should be validated by the donors who have funded the commodities, assets and/or inventories.
At the appropriate time, when all plans are prepared, the final version of the commodities, assets and inventories donation list is shared with the incident management support team (IMST) for final approval.
OSL/WCO can develop a Distribution/Disposal plan by categories. A workable way to classify the commodities, assets and inventories could be:
a) Computers, telecommunications, VSAT and BGAN, sat phones and radio equipment
b) Vehicles, motorbikes and generators
c) Furniture and equipment
d) Biomed assets and materials
e) Medical and non-medical commodities
[bookmark: _Toc5701281][bookmark: _Toc45895770]d) Security materials (Security PPE)
Implementation of an approved disposal plan
Once a disposal plan has been approved, the asset team is required to implement the plan without delay. In locations where the host country does not permit implementation of the disposal plan, the asset team is to report the relevant facts to the Operations Officer/Administrative Officer so that action can be taken to resolve the situation in collaboration with the host country. 
An acknowledgement of receipt must be obtained and filed by the asset focal point.
Disposal details are to be documented by the fixed asset focal point and made available during audit visits, including cases where the host country has delayed or blocked a disposal plan.
Strategic stockpile
OSL/WCO management may consider using part of actual commodities, assets and inventories to constitute a national or regional stockpile to increase RO, WCO and MoH readiness capacity.
A budget must be forecasted for the considered stockpile and a dedicated OSL Supply Chain staff position (e.g. warehouse and stock manager, etc.) should also be mobilized accordingly to implement this process.

Reverse logistics: returning or relocating assets and inventories
OSL/WCO coordinates with HQ/RO to determine the list of equipment that should be returned to the HQ or the RO
A process should be defined and a budget forecasted and secured for returns that includes details of the equipment, intended mode of transport, estimated costs and timeframe.
OSL/WCO ensures that returning imported equipment is authorized by the host country’s regulations and is compliant with the terms of the MoU. When transferring assets such as vehicles or generator sets abroad, the customs status must be considered. Assets may have been imported for humanitarian assistance programmes and have been exempted from duties and tariffs, which may imply restrictions on re-exporting.
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	Exit CONOPS
	- Create an OSL/WCO transition team	
- Develop a transition planning workplan	
- Update CONOPS	
- Validation of updated CONOPS	

	Filing Tree
	- Appoint a dedicated filing tree focal point
- Ensure that an electronic filing system and filing policy is implemented 
- Collect and archive data	
- Ensure there is an electronic backup of important OSL/WCO documents

	Health Centre Decommissioning Plan
	- Appoint a dedicated treatment centre/unit decommissioning focal point	
- Define an ETU Decommissioning Plan	
- Validation of the Decommissioning Plan	
- Implementation, monitoring and follow up of health centre decommissioning process

	Information Technology
	- OSL Officer in charge to be appointed as "IT equipment" focal point 
- Consolidate an inventory list of IT equipment and fixed assets	
- Develop an IT Distribution plan (MOH/RO/WCO/HQ)
- Validation of the Distribution plan	
- Donate/transfer IT equipment to partners
- Organize reverse logistics for RO and HQ	

	Commodities and Furniture
	- OSL Officer in charge to be appointed as "commodities" focal point
- Consolidate an inventory list of commodities (per office) 
- Development of a Donation/Distribution plan (with MoH/WCO/RO/HQ)
- Validation of the Donation/Distribution plan	
- Donation/transfer of commodities	
- Organize commodities stockpile formation	

	Supply and Service Contracts
	- Determine the end date for service and supply contracts to be closed
- Notify contractors and suppliers according to contract terms
- Close and clear all contracts pending issues, payments, delivery, etc.
- Transfer responsibilities to WCO for continuing contracts

	Security Equipment
	- OSL Officer in charge to be appointed as "security equipment" focal point
- Consolidate an inventory list of security equipment (per office) 
- Development a Distribution plan (MoH/RO/WCO/HQ)	
- Validation of the Distribution plan	
- Transfer of commodities
- Organize reverse logistics for RO and HQ	
- Security equipment stockpile formation	

	Fleet Management
	- Maintain fleet management arrangement as necessary  
- Progressively reduce fleet size according to the decrease of transport needs
- Notify and terminate rented vehicle contracts
- Decommission tracking and comms devices from rented vehicles
- Update asset/inventories list
- Organize donation/hand-over of vehicles and equipment as per plan

	OSL Transition Plan Budget
	- Forecast budget for the Transition plan
- Forecast Budget for the Decommissioning plan
- Forecast budget for reverse logistics	
- Seek for PTAEO and open PO



[bookmark: _Toc90387036][bookmark: _Toc90647563][bookmark: _Toc137402250]Transition and exit: Recommended preventive risk mitigating measures
As emergency response activities wind down, some risks can increase. To mitigate against such risks, the following preventative measures are recommended:
Reduce and ensure strict control of cash advances for OSL/WCO staff across the emergency response
Change all vital keys 3 months before exiting and make a distribution list for new keys (and have staff members sign upon receipt of keys)
Review and organize the list of inventories and assets loaned to staff for professional use
Plan the return phase for inventories and assets loaned to staff
Closely monitor the security situation during the transition and exit phase
Do not leave vital keys (OSL, Admin and Finance office) with anybody not authorized to have them
Make sure that all fuel stores and generators are locked
Lock all WHO vehicles during the night, even when they are kept in the office compound
Try to control for newly acquired vehicle spare parts, batteries and tires not being exchanged for inferior parts
Secure all the documents/contracts that clearly define roles and responsibilities of contractors and counterparts
Secure all the equipment and assets
Carefully consider the advantages/disadvantages of informing suppliers of goods about OSL/WCO exit plans and act accordingly.
[bookmark: _Toc86995411][bookmark: _Toc87547362][bookmark: _Toc90387037][bookmark: _Toc90647564][bookmark: _Toc137402251]Organizing an evaluation or lessons learning exercise
WHO has a responsibility to continuously improve the quality and enhance the cost-effectiveness of both its own emergency actions and the overall emergency health response and has also to demonstrate accountability. Evaluations and lessons-learned exercises, including the analysis of debriefings, are important contributions to both accountability and improving effectiveness. 
Following a disaster involving a high level of international assistance, HQ WHE may propose to the RO and donors a joint, independent evaluation (in addition to the internal After-Action Review) of the international health response and, within this framework, of the role and contribution of OSL/WCO. Such an evaluation would normally be external and the conclusions widely circulated in line with WHO's commitment to transparency and accountability and its concern for the quality and development of the humanitarian contribution of external actors. 
[bookmark: _Toc86995412][bookmark: _Toc87547363][bookmark: _Toc90387038][bookmark: _Toc90647565][bookmark: _Toc137402252]Guiding principles for evaluation
Evaluations and/or lessons-learned exercises should be organized – usually separately – at appropriate moments for both individual projects and the overall health sector response.
Evaluations must be organized at a time when it is feasible to generate information that is accurate, reliable and useful.
They may be organized at the national level or within operational zones.
A budget should be secured and allocated to the evaluations and/or the lessons-learned exercises.
Evaluations must enable WHO/OSL, MoH and other partners to identify critical health and operational issues. Areas of weakness must be identified, so that steps can be taken to rectify them. The findings should lead to policy, operational and technical recommendations that will produce a faster and more effective response to future emergencies.
For any major crisis, a final lessons-learned exercise should be undertaken not later than one month after the end of humanitarian operations. It should cover both programme and operational aspects. 
The purpose of each evaluation or lessons exercise must be clearly defined, the terms of reference (ToR) drawn up with care and an adequate budget established.
A designated evaluation manager should be identified, and an evaluation team should be composed with a mix of relevant skills and experience and be gender balanced.
The reports, findings and recommendations must be promptly disseminated to all concerned and brought to the attention of the managers who need to know and act. 
[bookmark: _Toc86995413][bookmark: _Toc87547364][bookmark: _Toc90387039][bookmark: _Toc90647566][bookmark: _Toc137402253]Evaluation or lessons-learned exercise key management actions
Organize an internal lessons-learned review and/or an internal evaluation at the end of each distinct phase of a OSL/WCO emergency operation. This might take the form of a workshop/ retreat at the WCO level.
Arrange, in consultation/collaboration with the RO and HQ-HAC, an appropriate evaluation of any activity managed by WHO or that receives substantial WHO assistance.
Take the initiative as the Health Cluster Lead to organize, or otherwise encourage and support the MoH in organizing, a sector-wide lessons-learned exercise involving all stakeholders or a sector-wide evaluation of health response and ensure that the findings are widely disseminated.
Arrange for the systematic compilation and analysis of the main points from the debriefings of staff when they leave.
Define and agree with the MoH and other key partners on the purpose and scope of the exercise: is the primary purpose accountability or learning, is it to examine OSL/WCO own performance or that of the overall health sector response?
Organizing a national workshop with nationals and international health partners to identify lessons-to-be-learned from successes and shortcomings, and the publication of the experience, is probably the best means to ensure learning and institutional memory. 

[bookmark: _Toc90387040][bookmark: _Toc90647567][bookmark: _Toc137402254][bookmark: _Toc87547365]ANNEXES 	Comment by Catrina Crowe: The order of the subjects within each of the Annexes is updated to match the chapter orders of the main text.
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	1/ OSL transition planning

	· A “Transition Team” of dedicated OSL/WCO officers is appointed to coordinate the transition and exit process 

	· A detailed OSL/WCO Transition/Exit Planning Workplan is produced and includes a description of the different stages and a timeframe to implement the transition and exit process  

	· Budget and resources have been defined to mobilize sufficient financial, human or other resources to carry out the transition and exit process  

	· A Transition/Exit plan is added to the CONOPS to ensure the effective transition and exit of emergency OSL resources, roles and responsibilities

	· The updated CONOPS Transition/Exit plan is validated 

	· The operational systems at all offices are maintained and adjusted during the Transition/Exit process 

	· Once the emergency Delegation of Authority expires, all bank accounts opened under that authority must be closed and the balance of funds returned to the WCO or RO bank account as required

	· OSL progressively transfers the operational responsibilities fulfilled by the operations room to WCO and fixes a date for closing the operations room.

	· Regular transition and exit status meetings with OSL/WCO and/or IM are conducted



	OSL transition/exit planning key performance indicators

	Key activity
	Definition
	Purpose

	OSL Transition/Exit Planning
	Transition/Exit Planning Workplan is produced
	To ensure that Transition/Exit activities are planned 



	2/ Coordination 

	· Exit strategies, phasing-out and handover plans have been discussed and coordinated within the Health and Logistics clusters/sector group

	· OSL/WCO coordinates with the MoH and the other health partners directly concerned and draws up a plan and timetable for handing over specific programmes activities and terminating others, defining who will do what, where and when

	· Transition meeting/workshop with partners and local authorities is organized  

	· OSL transfers all the remaining and continued coordination activities to the WCO



	OSL coordination transition/exit planning key performance indicators

	Key activity
	Definition
	Purpose

	Coordination meeting
	WCO attendance rate in continued coordination meeting
	To ensure WHO presence in coordination meeting



	3/ Staffing transition planning 

	· OSL/WCO has determined the staffing requirements for the final stages of the emergency response programme and for future regular programme activities to draw up an HR transitional plan

	· An OSL/WCO staffing contract termination schedule and plan is developed in line with WHO HR policy and host country labour legislation

	· Staff to be terminated are informed properly and with an appropriate lead time

	· Adequate HR and financial management arrangements are maintained until all personnel files are closed and all payments and financial reports have been completed

	· Pending HR management issues are transferred to WCO



	HR transition and exit key performance indicators

	Key activity
	Definition
	Purpose

	Contract termination 
	% of contract terminated 
	To ensure that landlords are notified for termination in line with agreements terms



	4/ Office, warehouses and accommodation rental agreements

	· OSL/WCO staff is assigned to plan and organize the termination of facilities’ lease contracts 

	· The termination date for each rental is determined in line with the notice period for termination of each lease agreement 

	· Termination notices are sent to owner as per plan

	· Necessary works to return the facilities back to their initial conditions are conducted 

	· An inventory of each rented house/office/warehouse with the landlords is completed

	· Contractual rental deposits are refunded to WCO

	· Final and formal settlements have been signed with each leaser

	· Supervision of continued facilities lease agreements are transferred to WCO



	Lease agreement key performance indicators

	Key activity
	Definition
	Purpose

	Lease agreement termination notice
	% of lease agreements closed/terminated without penalty
	To ensure that landlords are notified of termination in line with agreements terms



	5/ Supply and service contracts

	· OSL/WCO list of service and supply contracts to be closed is established 

	· Notification of termination is sent to contractors and suppliers according to the contract terms

	· All contracts’ pending issues, payments and deliveries are addressed and cleared

	· Responsibilities are transferred to WCO for continuing service and supply contracts



	Supply and service contracts key performance indicators

	Key activity
	Definition
	Purpose

	Contract termination notice
	% contract closed/terminated without penalty
	To ensure contractors are notified in line with contract terms



	6/ Fleet management

	· Fleet management transition plan is developed and approved

	· Fleet size is reduced progressively according to the decrease of transport needs

	· Rented vehicles’ contractors are notified, and contracts terminated according to agreed terms

	· Tracking and comms devices from rented vehicles have been decommissioned

	· Fleet asset/inventories list is updated

	· Donation/handover of vehicles and fleet equipment is organized as per plan

	· Fleet management responsibilities are transferred to WCO for continuing contracts



	Fleet performance Indicators

	Key activity
	Definition
	Purpose

	Transports needs fulfilment 
	% of transport request not fulfilled 
	To ensure that transport capacity addresses transport requirements  



	7/ Archiving

	· A dedicated member of the OSL/WCO “Transition Team” should establish an electronic filing network system back up

	· Physical documents are organized, classified and archived in a filing cabinet 

	· Electronic data and document are organized, classified, and saved according to the OSL filing system

	· WCO endorses the archiving system and takes over responsibility of archives related to WCO activities



	Archive and filing system key performance Indicators

	Key activity
	Definition
	Purpose

	Filing system management
	% of archives classified in line with OSL filing tree
	To ensure that corporate filing system is implemented



	8/ Distribution, donation and/or disposal of assets, inventories and commodities

	· OSL/WCO Officer is appointed as focal point in charge of “commodities” management

	· OSL/WCO establishes a Distribution/Disposal Committee

	· Inventory control is implemented for all commodities, inventories and assets

	· Inventory list of commodities, inventories and assets per office is consolidated 

	· Inventory list of commodities, inventories and assets is organized by donor 

	· Attractive assets are stored in a secure area

	· Local governmental rules and donor requirements for disposal of assets are checked 

	· Distribution/Disposal plan is established with a clear list of assets and inventory to be distributed as  donations and the intended beneficiaries

	· Distribution/Disposal plan, including timeframe for disposal/donation/transfer of commodities and assets, is shared to IMST for approval

	· Distribution/Disposal plan is shared with donors to get approval on the inventories and commodities financed by each donor 

	· Fully approved Distribution/Disposal plan is distributed to all field offices to implement processes at their level

	· For donations, beneficiary organizations provide an official request to OSL/WCO 

	· Process of transfer/donation is implemented and supported by a certificate of donation and transfer of property title to document the transaction

	· Goods that have expired are disposed of according to disposal regulations of the host country; this applies to any category of products

	· Items for write-off approved and signed off by WCO representative

	· Asset register is updated 

	· WCO takes over responsibility for the remaining inventories and commodities



	Assets, inventories and commodities donation/disposal key performance indicators

	Key activity
	Definition
	Purpose

	Donation documents
	% Equipment and inventories donated with appropriate set of documents
	To ensure that corporate filing system is implemented 

	Expired goods disposal
	% of expired goods disposed in compliance with host country disposal regulation
	To ensure compliance with host country disposal regulation



	9/ Strategic stockpile and returning or relocating of goods and assets (reverse logistics)

	· Options are considered for contributing part of the commodities stockpile to the national or regional stockpile to increase WCO’s and MoH’s readiness capacity

	· If the option of stockpiling is chosen, a budget is forecasted and secured for the process and a dedicated WHO OSL Supply Chain staff member organizes the process

	· A list is established for sensitive WHO fixed assets and equipment considered for shipping back to HQ and/or to WHO Regional Warehouse for stockpiling purpose. The intended shipping mode and estimated costs have been defined

	· The budget for reverse logistics is forecasted and secured and a dedicated WHO OSL Supply Chain staff organizes this process

	· Responsibilities of remaining assets for WCO use are handed over to WCO

	· The fixed asset/inventories list is updated



	Stockpiling and reverse logistics key performance indicators

	Key activity
	Definition
	Purpose

	Asset/equipment reverse logistics  
	% of asset planned to be returned which reached their intended destination
	To gauge the quality of planning and implementation to return assets



	10/ Debriefing and lessons learned

	· Debriefing process of outgoing staff is planned 

	· Evaluations and/or lessons-learning exercises are integrated in the transition and exit planning

	· A budget is defined and secured for the OSL/WCO evaluations and/or the lessons-learning exercise

	· Debriefing of OSL staff is conducted systematically before they leave. The compilation and analysis of their views and lessons is captured

	· Lessons-learned exercise is organized or scheduled for near future; evaluation is scheduled



	Debriefing key performance indicators

	Key activity
	Definition
	Purpose

	OSL staff debriefing
	% of OSL staff debriefed  
	To capture and analyse OSL staff view and recommendations on the emergency response process





[bookmark: _Toc90387042][bookmark: _Toc90647569][bookmark: _Toc137402256]Annex 2 OSL roles and responsibilities 

	Responsibilities
	C
	Consulted

	R
	Responsible
	I
	Informed

	A
	Accountable/Approval
	R/A
	Responsible and Accountable



	OSL Transition and Exit

	Activities and roles
	Responsibilities

	
	HQ
	RO
	WCO
	BOS
	IM.WR
	Planning

	Transition Planning
	
	
	
	
	
	

	1
	A dedicated OSL/WCO “Transition Team is appointed to coordinate the transition/exit process 
	I
	C
	R
	C
	A
	I

	2
	OSL/WCO Transition/Exit workplan (with stages and timeframe) is produced and added to the CONOPS
	I
	C
	C
	R
	A
	I

	3
	Budget and resources are defined to carry out transition and exit process  
	I
	C
	C
	R
	A
	I

	4
	The operational systems are maintained and adjusted during the Transition/Exit process 
	I
	C
	R
	C
	A
	I

	5
	Once the emergency DoA expires, all bank accounts opened for under that authority must be closed, and the balance of funds returned to the WCO or RO bank account as required
	I
	C
	R
	A
	C
	I

	6
	OSL progressively transfers operational responsibilities to WCO and fixes a date for closing the OPS room
	I
	C
	R
	C
	A
	I

	7
	Regular transition and exit status meetings with OSL/WCO and/or IM are conducted
	I
	C
	R
	C
	A
	I

	Coordination
	
	
	
	
	
	

	1
	Exit strategies, phasing-out and handover plans are discussed and coordinated within the Health and Logistics clusters/sector group
	I
	C
	C
	C
	A/R
	I

	2
	OSL/WCO coordinates with the MoH and health partners over the transition plan and timetable 
	I
	C
	R
	C
	A
	I

	3
	Transition meeting/workshop with partners and local authorities organized  
	I
	C
	R
	C
	A
	I

	4
	OSL transfers all the remaining and continued coordination activities to the WCO
	I
	C
	R
	C
	A
	I

	WCO/OSL HR Staffing Transitional Plan
	
	
	
	
	
	

	1
	OSL/WCO has determined the staffing requirements for the final stages of the recovery programme and for future regular programme activities to draw up an HR 
	I
	C
	C
	R
	A
	I

	2
	OSL/WCO staffing contract termination plan is developed in line with host country’s labour legislation
	I
	C
	C
	R
	A
	I

	3
	Staff to be terminated are informed properly and with an appropriate lead time
	I
	C
	C
	R
	A
	I

	4
	Adequate HR and financial management arrangements are maintained until all personnel files are closed and all payments and financial reports have been completed
	I
	C
	C
	R
	A
	I

	Office, Warehouses and Accommodation Lease Agreements
	
	
	
	
	
	

	1
	Termination date for each lease is determined, in line with the notice period of each lease agreement 
	I
	C
	R
	A
	C
	I

	2
	An inventory of each rented house/office/warehouse with the landlords is completed
	I
	C
	R
	A
	C
	I

	3
	Restoration of facilities to original conditions, if necessary 
	I
	C
	R
	A
	C
	I

	4
	Contractual rental deposit has been refunded to WCO
	I
	C
	C
	R
	A
	I

	5
	Final and formal settlement have been signed with each landlord
	I
	C
	R
	A
	C
	I

	Supply and Service Contracts
	
	
	
	
	
	

	1
	OSL/WCO established a list of service and supply contracts to be closed
	I
	C
	R
	A
	C
	I

	2
	Notification of termination is sent to contractors and suppliers according to the contract terms
	I
	C
	R
	A
	C
	I

	3
	All contracts’ pending issues, payments and deliveries are addressed and cleared
	I
	C
	C
	R
	A
	I

	4
	Responsibilities are transferred to WCO for continuing service and supply contracts
	I
	C
	R
	A
	C
	I

	Health Centre Decommissioning Plan
	 
	 
	 
	 
	 
	 

	1
	OSL/WCO designates a dedicated treatment centre decommissioning focal point
	I
	C
	R
	A
	C
	I

	2
	Produce a Decommissioning Plan
	I
	C
	R
	C
	A
	I

	3
	Validation of Decommissioning Plan
	I
	C
	R
	C
	A
	I

	4
	Implementation, monitoring and follow up of health centre decommissioning process
	I
	C
	R
	C
	A
	I

	Fleet Management
	
	
	
	
	
	WFS

	1
	Fleet disposal/transfer plan is developed and approved
	C
	C
	R
	C
	A
	C

	2
	Transport arrangements are maintained adequately to support the transition/exit phase
	I
	C
	R
	A
	C
	C

	3
	Fleet size is reduced progressively according to the decrease of transport needs
	I
	C
	R
	A
	C
	C

	4
	Contractors of rented vehicles are notified, and contracts are terminated according to the agreed terms
	I
	C
	R
	C
	A
	C

	5
	Tracking and comms devices from rented vehicles have been decommissioned
	I
	C
	R
	A
	C
	C

	6
	Fleet asset/inventories list is updated
	I
	C
	R
	A
	C
	C

	7
	Donation/handover of vehicles and equipment are organized as per plan
	I
	C
	R
	A
	C
	C

	8
	Fleet management responsibilities are transferred to WCO for continued contracts 
	I
	C
	R
	A
	C
	C

	Archiving/Filing Tree
	 
	 
	 
	 
	 
	 

	1
	OSL/WCO “Transition Team” member establishes an electronic filing network system back up
	I
	C
	R
	A
	C
	I

	2
	Physical documents are organized, classified and archived in a filing cabinet
	I
	C
	R
	A
	C
	I

	3
	Electronic data and document are organized, classified and saved according to the OSL filing system
	I
	C
	R
	A
	C
	I

	4
	WCO takes over responsibility of archives related to WCO activities
	I
	C
	R
	A
	C
	I

	Distribution, Donation and/or Disposal Of Assets, Inventories and Commodities
	 
	 
	 
	 
	 
	 

	1
	OSL/WCO Officer is appointed as focal point in charge of “commodities” management
	I
	C
	R
	A
	C
	I

	2
	Establish a WCO Distribution/Disposal Committee
	I
	C
	C
	R
	A
	I

	3
	Inventory control is implemented (commodities, inventories and fixed assets)
	I
	C
	R
	A
	C
	I

	4
	Inventory list of commodities, inventories and assets is consolidated (office, donors, etc.)
	I
	C
	R
	A
	C
	I

	5
	Attractive assets are stored in a secure area
	I
	C
	R
	A
	C
	I

	6
	Check local governmental rules and donor requirements for disposal of assets
	I
	C
	R
	A
	C
	I

	7
	Distribution/Disposal plan is established with a clear list of inventories donated and intended beneficiaries
	I
	C
	R
	A
	C
	I

	8
	Distribution/Disposal plan is shared to IMST for further approval
	I
	I
	I
	R
	A
	I

	9
	Submit distribution and disposal plan to respective donors for approval
	I
	C
	R
	A
	C
	I

	10
	Expired commodities are disposed of in line with the disposal regulations of the host country
	I
	C
	R
	A
	C
	I

	11
	Asset register is updated 
	I
	C
	R
	A
	C
	I

	12
	Items for write-off are approved and signed off by WCO representative
	I
	C
	C
	R
	A
	I

	13
	WCO takes over responsibility for the remaining inventories and commodities
	I
	C
	R
	A
	C
	I

	Information Technology
	 
	 
	 
	 
	 
	 ITC

	1
	OSL Officer in charge to be appointed as “IT equipment” focal point
	I
	C
	R
	C
	A
	C

	2
	Inventory list of IT fixed assets to be consolidated
	I
	C
	R
	C
	A
	C

	3
	Elaboration of Distribution/Disposal plan to RO/WCO/HQ , MoH and/or health partners
	C
	C
	R
	C
	A
	C

	4
	Validation of the Distribution/Disposal plan
	C
	C
	R
	C
	A
	C

	5
	Donation/transfer of IT equipment
	C
	C
	R
	C
	A
	C

	Security Equipment
	
	
	
	
	
	SEC

	1
	OSL Officer in charge to be appointed as “security equipment” focal point
	I
	C
	R
	A
	C
	C

	2
	Inventory list of security equipment (per office) to be consolidated 
	I
	C
	R
	A
	C
	C

	3
	Distribution/Disposal plan (MOH/RO/WCO/HQ) is developed and approved
	C
	C
	R
	C
	A
	C

	4
	Validation of the Distribution/Disposal plan
	C
	C
	R
	C
	A
	C

	5
	Transfer of commodities
	
	C
	R
	A
	C
	C

	Strategic Stockpile and Returning or Relocating Goods and Assets (Reverse Logistics)
	
	
	
	
	
	

	1
	Options are considered to contribute part of the commodities stockpile to the national stockpile to increase WCO’s and MoH’s readiness capacity
	I
	C
	C
	R
	A
	C

	2
	If option of stockpiling is retained, a dedicated OSL Supply Chain staff organizes this process
	I
	C
	R
	A
	C
	

	3
	A list is established for WHO assets and equipment to be shipped back to HQ and/or RO for stockpiling
	C
	C
	R
	C
	A
	

	4
	shipping mode and cost have been defined. Budget for reverse logistics is forecasted and secured
	C
	C
	R
	C
	A
	

	5
	Stockpile and/or reverse logistics process is implemented
	C
	C
	R
	A
	C
	

	6
	Fixed Asset register/inventories is updated
	C
	C
	R
	A
	C
	

	OSL Transition Plan Budget
	
	 
	 
	 
	 
	 

	1
	Budget forecast for the Distribution Plan
	I
	C
	C
	R
	A
	

	2
	Budget forecast for the Decommissioning Plan
	I
	C
	C
	R
	A
	 

	3
	Seek for PTAEO and open PO
	I
	C
	C
	R
	A
	 

	Debriefing and Lessons Learned
	
	
	
	
	
	

	1
	Debriefing of OSL staff are conducted systematically before they leave. The compilation and analysis of their views and lessons is captured
	I
	C
	C
	R
	A
	

	2
	Evaluations and/or lessons-learned exercises are integrated into the transition and exit planning
	I
	C
	C
	R
	A
	

	3
	A budget should be defined and secured for the OSL/WCO evaluation and/or the lessons-learning exercise
	I
	C
	C
	R
	A
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	Transition Planning
	Weeks before OSL exit

	
	8
	7
	6
	5
	4
	3
	2
	1

	1
	A “Transition Team” of dedicated OSL/WCO officers is appointed to coordinate the transition and exit process 
	 
	 
	 
	 
	 
	 
	 
	 

	2
	A detailed OSL/WCO Transition/Exit Planning Workplan is produced and includes description of the different stages and a timeframe to implement the transition and exit process  
	 
	 
	 
	 
	 
	 
	 
	 

	3
	Budget and resources are defined to mobilize sufficient financial, human or other resources to carry out the transition and exit process  
	 
	 
	 
	 
	 
	 
	 
	 

	4
	Transition/Exit plan is added to the CONOPS to ensure the effective transition and exit of emergency OSL resources, roles and responsibilities
	 
	 
	 
	 
	 
	 
	 
	 

	5
	The updated CONOPS Transition/Exit plan is validated 
	 
	 
	 
	 
	 
	 
	 
	 

	6
	The operational systems at all offices are maintained and adjusted during the Transition/Exit process 
	 
	 
	 
	 
	 
	 
	 
	 

	7
	Once the emergency DoA expired, bank accounts opened under that authority must be closed and the balance of funds returned to the WCO or RO bank account as required
	 
	 
	 
	 
	 
	 
	 
	 

	8
	OSL progressively transfers operational responsibilities fulfilled by the operations room  to WCO and fix a date for closing the operations room
	 
	 
	 
	 
	 
	 
	 
	 

	9
	Regular transition and exit status meetings with OSL/WCO and/or IM are conducted
	 
	 
	 
	 
	 
	 
	 
	 

	Coordination
	Weeks before OSL exit

	
	8
	7
	6
	5
	4
	3
	2
	1

	1
	Exit strategies, phasing-out and handover plans are discussed and coordinated with Health and Logistics Cluster/sector group
	 
	 
	 
	 
	 
	 
	 
	 

	2
	OSL/WCO coordinates with MoH and other partners over the transition plan
	 
	 
	 
	 
	 
	 
	 
	 

	3
	Transition meeting/workshop with partners and local authorities is organized  
	 
	 
	 
	 
	 
	 
	 
	 

	4
	OSL transfers all the remaining and continued coordination activities to the WCO
	 
	 
	 
	 
	 
	 
	 
	 

	WCO/OSL HR Staffing Transitional Planning
	Weeks before OSL exit

	
	8
	7
	6
	5
	4
	3
	2
	1

	1
	OSL/WCO determines the staffing requirements for the final stages of the emergency response and for future regular programme activities to draw up an HR transitional plan
	
	
	
	
	
	
	
	

	2
	OSL/WCO International staff contract/assignment termination plan is developed according to WHO HR policy
	 
	 
	 
	 
	 
	 
	 
	 

	3
	OSL/WCO National staff contract termination plan is developed in line with WHO HR policy and host country labour legislation
	 
	 
	 
	 
	 
	 
	 
	 

	5
	Staff to be terminated are informed properly and with an appropriate lead time
	 
	 
	 
	 
	 
	 
	 
	 

	6
	HR and financial management arrangements are maintained until all personnel files are closed and all payments and financial reports have been completed
	 
	 
	 
	 
	 
	 
	 
	 

	7
	HR management responsibilities are transferred to WCO
	 
	 
	 
	 
	 
	 
	 
	 

	Office, Warehouses, and Accommodation Rental Agreements
	Weeks before OSL exit

	
	8
	7
	6
	5
	4
	3
	2
	1

	1
	OSL/WCO staff is assigned to plan and organize the termination of facilities’ lease contracts
	 
	 
	 
	 
	 
	 
	 
	 

	2
	The termination date for each rental is determined in line with the notice period for termination of each rental agreement 
	 
	 
	 
	 
	 
	 
	 
	 

	3
	Termination notices are sent to owners as per plan
	 
	 
	 
	 
	 
	 
	 
	 

	4
	Necessary works to return the facilities back to their initial conditions are conducted 
	 
	 
	 
	 
	 
	 
	 
	 

	5
	An inventory of each rented house/office/warehouse with the landlords is completed
	 
	 
	 
	 
	 
	 
	 
	 

	6
	Contractual rental deposits are refunded to WCO
	 
	 
	 
	 
	 
	 
	 
	 

	7
	Final and formal settlements have been signed with each owner
	 
	 
	 
	 
	 
	 
	 
	 

	8
	Supervision of continued facilities rental agreements are transferred to WCO
	 
	 
	 
	 
	 
	 
	 
	 

	Supply and Service Contracts
	Weeks before OSL exit

	
	8
	7
	6
	5
	4
	3
	2
	1

	1
	OSL/WCO staff is assigned for the planning and organization of the termination of service and supply contracts 
	 
	 
	 
	 
	 
	 
	 
	 

	2
	OSL/WCO list of service and supply contracts to be closed is established 
	 
	 
	 
	 
	 
	 
	 
	 

	3
	Notification of termination is sent to contractors and suppliers according to the contract terms
	 
	 
	 
	 
	 
	 
	 
	 

	4
	All contracts’ pending issues, payments and deliveries are addressed and cleared
	 
	 
	 
	 
	 
	 
	 
	 

	5
	Responsibilities are transferred to WCO for continuing service and supply contracts
	 
	 
	 
	 
	 
	 
	 
	 

	Fleet Management
	Weeks before OSL exit

	
	8
	7
	6
	5
	4
	3
	2
	1

	1
	Fleet management transition plan is developed and approved
	 
	 
	 
	 
	 
	 
	 
	 

	2
	Fleet size is reduced progressively according to the decrease of transport needs
	 
	 
	 
	 
	 
	 
	 
	 

	3
	Rented vehicles’ contractors are notified, and contracts terminated according to terms
	 
	 
	 
	 
	 
	 
	 
	 

	4
	Tracking and comms devices from rented vehicles have been decommissioned
	 
	 
	 
	 
	 
	 
	 
	 

	5
	Fleet asset/inventories list is updated
	 
	 
	 
	 
	 
	 
	 
	 

	6
	Donation/handover of vehicles and fleet equipment is organized as per plan
	 
	 
	 
	 
	 
	 
	 
	 

	7
	Fleet management responsibilities are transferred to WCO for continuing contracts and fleet activities 
	 
	 
	 
	 
	 
	 
	 
	 

	Archiving
	Weeks before OSL exit

	
	8
	7
	6
	5
	4
	3
	2
	1

	1
	A dedicated member of the OSL/WCO “Transition Team” should establish an electronic filing network system back up
	 
	 
	 
	 
	 
	 
	 
	 

	2
	Physical documents are organized, classified and archived in a filing cabinet 
	 
	 
	 
	 
	 
	 
	 
	 

	3
	Electronic data and document are organized, classified and saved according to the OSL filing system
	 
	 
	 
	 
	 
	 
	 
	 

	4
	WCO endorses the archiving system and takes over responsibility of archives related to WCO activities
	 
	 
	 
	 
	 
	 
	 
	 

	Distribution, Donation and/or Disposal Of Assets, Inventories and Commodities 
	Weeks before OSL exit

	
	8
	7
	6
	5
	4
	3
	2
	1

	1
	OSL/WCO Officer is appointed as focal point in charge of “commodities” management
	 
	 
	 
	 
	 
	 
	 
	 

	2
	OSL/WCO establishes a Distribution/Disposal Committee
	 
	 
	 
	 
	 
	 
	 
	 

	3
	Inventory control is implemented for all commodities, inventories and assets
	 
	 
	 
	 
	 
	 
	 
	 

	4
	Inventory list of commodities, inventories and assets per office is consolidated 
	 
	 
	 
	 
	 
	 
	 
	 

	5
	Inventory list of commodities, inventories and assets is organized by donor 
	 
	 
	 
	 
	 
	 
	 
	 

	6
	Attractive assets are stored in a secure area
	 
	 
	 
	 
	 
	 
	 
	 

	7
	Local governmental rules and donor requirements for disposal of assets are checked 
	 
	 
	 
	 
	 
	 
	 
	 

	8
	Distribution/Disposal plan is established with a clear list of asset/inventory to be distributed as donations and the intended beneficiaries
	 
	 
	 
	 
	 
	 
	 
	 

	9
	Distribution/Disposal plan, including timeframe for disposal/donation/transfer of commodities and assets is shared to IMST for approval
	 
	 
	 
	 
	 
	 
	 
	 

	10
	Distribution/Disposal plan is shared with donors to get approval on the inventories and commodities financed by each donor 
	 
	 
	 
	 
	 
	 
	 
	 

	11
	Fully approved Distribution/Disposal plan is distributed to all field offices to implement processes at their level
	 
	 
	 
	 
	 
	 
	 
	 

	12
	For donations, beneficiary organizations provide an official request to  OSL/WCO 
	 
	 
	 
	 
	 
	 
	 
	 

	13
	Transfer/donation is implemented, supported by a certificate of donation and transfer of property title to document the transaction
	 
	 
	 
	 
	 
	 
	 
	 

	14
	Goods that have expired are disposed according to disposal regulation of the host country; this applies to any category of products
	 
	 
	 
	 
	 
	 
	 
	 

	15
	Items for write-off approved and signed off by WCO representative
	 
	 
	 
	 
	 
	 
	 
	 

	16
	Asset register is updated 
	 
	 
	 
	 
	 
	 
	 
	 

	17
	WCO takes over responsibility for the remaining inventories and commodities
	 
	 
	 
	 
	 
	 
	 
	 

	Strategic Stockpile and Returning or Relocating Of Goods And Assets (Reverse Logistics)
	Weeks before OSL exit

	
	8
	7
	6
	5
	4
	3
	2
	1

	1
	OSL Supply Chain staff is assigned for the planning and the organization of this process
	 
	 
	 
	 
	 
	 
	 
	 

	2
	Options are considered to contribute part of the commodities stockpile to the national stockpile to increase WCO’s and MoH’s readiness capacity
	 
	 
	 
	 
	 
	 
	 
	 

	3
	List is established for sensitive WHO assets and equipment considered for shipping back to HQ and/or to RO for stockpiling 
	 
	 
	 
	 
	 
	 
	 
	 

	4
	Intended shipping mode for reverse logistics and/or stockpiling, and estimated costs are defined 
	 
	 
	 
	 
	 
	 
	 
	 

	5
	Budget for reverse logistics and/or stockpiling are forecasted and secured
	 
	 
	 
	 
	 
	 
	 
	 

	6
	Logistics arrangements are implemented for reverse logistics and/or stockpile constitution 
	 
	 
	 
	 
	 
	 
	 
	 

	7
	Responsibilities of remaining assets for WCO use are handed over to WCO
	 
	 
	 
	 
	 
	 
	 
	 

	8
	Asset/inventories list is updated
	 
	 
	 
	 
	 
	 
	 
	 

	Debriefing and Lessons Learned 
	Weeks before OSL exit

	
	8
	7
	6
	5
	4
	3
	2
	1

	1
	Debriefing process of outgoing OSL/WCO staff is planned 
	 
	 
	 
	 
	 
	 
	 
	 

	2
	Evaluations and/or lessons-learning exercises are integrated in the transition and exit planning
	 
	 
	 
	 
	 
	 
	 
	 

	3
	A budget is defined and secured for the OSL/WCO evaluations and/or the lessons-learning exercise
	 
	 
	 
	 
	 
	 
	 
	 

	4
	Debriefing of OSL staff is conducted systematically before departure. Compilation/analysis of their views and lessons is captured
	 
	 
	 
	 
	 
	 
	 
	 

	5
	Lessons-learned exercise is organized or scheduled for near future. Evaluation is scheduled
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