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	Emergency Consultant Checklist


This checklist must be completed and signed by HR when preparing an Emergency Consultant contract. 
No contract will be issued by GSC without the signed checklist and attachments listed below.

	Consultant’s name:
	 
	Deployed to:
	 



	Information to be obtained and checked:
	Compliant

	1.
	Terms of Reference are in line with the Pay Band being proposed (IN 09/2021).
	Yes

	2.
	The Candidate’s profile has been reviewed and the Candidate meets the minimum requirements as set out in the Terms of Reference.
	Yes

	3.
	If the fees exceed the Consultant Pay Band Ranges (if band E is being proposed), justification has been provided and approval from Director HRT has been obtained.
	Yes

	4.
	If the cumulative appointments exceed 6 months without a competitive process, a waiver under the DoA of applicable official RD / EXD/WHE has been obtained.
	Yes

	5.
	The Consultant’s service does not exceed 22 months out of 24 [single contracts or cumulative duration of consecutive contracts].
	Yes

	6.
	If a retroactive issuance of contract is requested, approval from RD and/or Director HRT has been obtained.
	Yes

	7.
	If the Candidate is over 65 years of age or a WHO/UN retiree, approval from EXD/WHE, RD as per DoA has been obtained for the Consultant’s contract.
	
Yes

	8.
	If the Candidate is over 65 years of age or a WHO/UN retiree and has already received contracts that would eventually add up to an amount > $50,000 or a duration > 06 months over the calendar year, approval from EXD/WHE / RD, as per delegated authority has been obtained. 
	
Yes

	9.
	The Candidate does not hold concurrent non-staff contracts.
	Yes

	10.
	The Candidate does not hold a concurrent staff contract with WHO.
	Yes

	11.
	The Candidate does not have a family relationship with a staff member (parent, son, daughter, brother or sister are forbidden). If the Consultant has another family relationship with a staff member, HRT has been consulted.
	
Yes

	12.
	If the Candidate is an ex-Staff Member separated from WHO due to the abolition of their position or non-renewal of appointment, ex-Volunteer or ex-Intern: the mandatory break of 3 months between the end of the Staff Member, Volunteer or Intern work and the beginning of the Consultant contract has been respected. If the Candidate is a retiree of WHO or another UN common system organization, at least 3 months have elapsed since retirement.
	
Yes


	13.
	Reference checks have been conducted as applicable.
	Yes

	14.
	The Candidate has been cleared through ClearCheck.
	Yes

	15.
	The Candidate has completed all mandatory trainings.
	Yes


Validated by the HR/HQ/RO/CO as applicable:
	 
	Human Resources Officer / Responsible Officer
To certify that the file is complete and prepared in compliance with the policies and processes applicable at the time of the signature.
	Comments / Observations
 
 
 

	Name:
	 
	

	Title:
	
	

	Date:
	 15/04/2024
	

	Signature: 
	 
	



In addition to this checklist, the following documents are to be attached to the Purchase Requisition in GSM, required for clearance by GSC for declared emergencies (all other documentation should be kept by HR in candidate’s file):
1. Terms of Reference 
2. Consultant Selection Report 
3. Medical Certificate of Fitness for Work
4. Any additional waivers as required/applicable
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