	From:
	 

	Sent on:
	

	To:
	

	Subject:
	Incident - CONSULTANT - Name - Function/Role - Grade - Duty station

	 
	 



Notes to HRA: 
· Please attach the relevant Medical Recommendations and TORs
· Please attach the relevant forms the consultant needs to complete (as per below)
· Declaration of Interests form
· WHO Medical Certificate of Fitness for Work form
· WHO Supplier Creating and Modification Request form
· Designation of Beneficiaries and Representatives forms (2)
· PSEAH deployment checklist
· Please attach the non-staff insurance booklet
 
 
Dear [Name]
 
PLEASE READ THE FOLLOWING CAREFULLY
 
I am pleased to inform you that WHO intends to offer you a consultant contract as Title – Grade,  for a period of XXXXX months in XXXXX (duty station), Country 

The terms of reference are attached, and details related to your fees and living allowance can be found below. 
 
During your deployment, you may be relocated to another duty station, and your duties may be modified, based upon the technical needs of the Programme.   
 
[bookmark: _Hlk534879645]As this is an emergency deployment, we need your close cooperation in completing without delay the following mandatory administrative steps which are pre-requisite for finalizing the deployment formalities:
 
[bookmark: _Hlk534880973]1. NOTICE OF AVAILABILITY/DEPARTURE
 
Please provide me with the following information as soon as possible:
  
I. the date as of which you are available for deployment
II. the duration of your availability
III. departure city/Country - *URGENT* in order to request a preliminary itinerary
 
2.  THREE (3) REFEREES
 
Kindly provide me with the names, job titles and email addresses of three (3) referees (these must be your current and/or most recent supervisors) in order for us to carry out reference checks.
 
3. UPDATE YOUR PROFILE ON STELLIS:
 
If your Stellis profile is not up-to-date, please complete it at  https://www.who.int/careers/en/.
 
[bookmark: _Hlk534881018][bookmark: _Hlk534881181]4.  PLEASE SEND US SCANNED COPIES OF THE FOLLOWING DOCUMENTS:
 
I. [bookmark: _Hlk534880827]NATIONAL PASSPORT: *URGENT* in order to request visa support and book a preliminary itinerary (if required)
If you have more than one national passport, please send copies of each and specify which one you will be travelling on.
 
[bookmark: _Hlk534880864]It is important to note that: 1) For visa and travel purposes the national passport should have a validity of minimum six (6) months beyond your planned return date; 2) Please ensure you follow the COVID-19 related travel requirements for your country of deployment.
 
II. EDUCATIONAL CERTIFICATES: as indicated on your CV/Stellis profile.
 
[bookmark: _Hlk534882313]5. PLEASE COMPLETE, SIGN AND RETURN SCANNED COPIES OF THE FOLLOWING MANDATORY FORMS:
 
I. [bookmark: _Hlk534881242]DECLARATION OF INTEREST (DOI):  It is important to accurately complete and sign the DOI form. Please refer to the attached annex a for guidance. 
 
II. [bookmark: _Hlk534881455]MEDICAL CERTIFICATE OF FITNESS FOR WORK: Please refer to the attached Medical Recommendations document for your country of deployment, in order to obtain information on the specific medical requirements you are expected to complete. Your treating physician must complete the attached WHO Medical Certificate of Fitness for Work form.
 
Please note that you and your treating physician have full responsibility to ensure that any recommended vaccinations are up to date and that malaria prophylaxis is prescribed if needed and in line with WHO recommendations  (http://www.who.int/ith/en/). 
You must both complete and sign the medical certificate. No validation is made by WHO to ensure that you have adhered to the WHO recommendations. 
 
The medical certificate should be sent to me as soon as possible; it is a pre-requisite for the issuance of your consultant contract and  authorization of your travel. 
 
III. [bookmark: _Hlk534881330]SUPPLIER BANK DETAILS FORM:  *URGENT* in order to create your profile in our HR & Financial system.  Complete the form clearly and accurately in block letters as it is used to ensure payments are made in the currency requested and to the bank account indicated. To confirm accuracy of the information provided, one of the following must also be submitted:
·  A signature of a representative of your bank and the official stamp of the bank on the Supplier form, or
· bank-sourced information such as, inter alia, a copy of their bank statement, official bank letter carrying the signature and stamp of the bank, a pre-printed cheque.  

Note: Internationally-recruited consultants are encouraged to designate a bank account in United States Dollars (USD), given that the remuneration for internationally-recruited consultants is determined by WHO in USD. If the bank account is designated in any currency other than USD, WHO will use the applicable UN rate of exchange to convert the Consultant's remuneration from USD to the applicable other currency, and any exchange rate gains/losses shall be borne solely by the Consultant. The UN rate of exchange to be used will be the one applicable at the time the action is initiated in WHO's system.
 
IV. DESIGNATION OF BENEFICIARIES AND REPRESENTATIVES FORMS (2): Please return the signed and completed forms.
 
V. PSEAH DEPLOYMENT CHECKLIST: Please read the WHO policies and documents on preventing and responding to sexual exploitation, abuse and harassment (PRSEAH) and complete the trainings enumerated in the attached PSEAH checklist and return the signed copy of the checklist once all required actions are completed.
 
[bookmark: _Hlk534881663]6. MANDATORY TRAINING CERTIFICATES
 
Notes to HRA: 
· Please insert here all WHO mandatory training
· Please insert BSAFE/mandatory Security training
· Please insert any training made mandatory for WHE or deploying personnel
· Please insert any training made mandatory for specific roles or incident
 
7. RECOMMENDED TRAINING:
 
Notes to HRA: 
 
· Please insert here any training that is recommended including for your specific emergency
 
 
Please send me the certificates of completion as confirmation that the trainings have been completed.
 
Upon completion of the above formalities, you will receive a contract from WHO’s Global Service Centre (GSC) in Kuala Lumpur, Malaysia; and I will send you information on the travel arrangements.
 
8. IN-DEPTH BRIEFING
 
        I.          PRE-DEPARTURE BRIEFING: To help you prepare for the deployment, please use this Link to access useful information on the emergency, security and wellness in the field.
 
      II.          ON ARRIVAL BRIEFING: Upon arrival at the duty station, you will receive comprehensive briefings from our colleagues in the Country Office, including briefings on security in the field.
 
    III.          DEPLOYMENT DELIVERABLES AND OUTPUTS: Please ensure that you discuss your deliverables and outputs with your manager, upon which your performance will be evaluated at the end of your deployment.
 
 
 
[image: ]
 
This communication does not in any way constitute a contract with WHO.
 
If you have any further questions, please do not hesitate to send me an e-mail.
 
Kindly acknowledge receipt of this message. 
 
Best regards,
 
XXXXX
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