	From: 
	  

	Sent on: 
	 

	To: 
	 

	Subject: 
	Incident – STAFF/NON-STAFF GOING ON DUTY TRAVEL - Name - Function/Role - Grade - Duty station 




Notes to HRA: 
1. Please attach the relevant Medical Recommendations and TORs
1. Please attach the relevant forms staff/non-staff on duty travel need to complete, as per below (PSEAH Checklist)
1. Please attach the non-staff insurance booklet if you are deploying a consultant on duty travel

Dear XXXXX

I am pleased to inform you that I am your HR Focal point and will assist with the travel and administrative arrangements pertaining to your duty travel to XXXX (duty station), Country, from X to X (dates) as (function), copy of TORs attached for easy reference. 

Kindly note that during your deployment, you may be relocated to another duty station, and your duties may be modified, based upon the evolving technical needs of the emergency you are responding to.  

Your close cooperation is requested to complete the following administrative steps:

1. Medical Clearance (mandatory)

You are responsible for ensuring that you meet the medical requirements for the country of your deployment, by obtaining a medical clearance to travel, from the Staff Health and Wellbeing Services (SHW) or regional Medical Officer.  Please make the appointment as soon as possible so that they can determine whether any medical condition you may have is compatible with the mission and, ensure that all the appropriate preventative measures (vaccines, malaria prophylaxis etc.) are provided and up to date. During the appointment you will also receive information on local conditions in the country of deployment.  

Upon receipt of your medical clearance, I will initiate your duty travel. Please see attached medical recommendations for Country.

PLEASE BE ADVISED THAT YOU WILL NOT BE ALLOWED TO TRAVEL WITHOUT MEDICAL CLEARANCE.

In addition, all personnel are encouraged to contact the Staff Counsellor at their primary duty station for a pre-deployment psycho-social briefing.

1. Travel

Please send me copies of your national passport and UNLP (for staff members) to enable me to make an airline booking for your travel.  
[bookmark: _Hlk534880864]
It is important to note that 1) for visa & travel purposes, the UNLP (for staff members) and national passport should have a validity of minimum six (6) months beyond your planned return date; 2) Please ensure you follow the current COVID-19 related travel requirements for your country of deployment.

1. Visa requirements
       Visa requirements will be shared with you in due course.

1. BSAFE Training (mandatory)

The online UN security awareness training course ‘BSAFE’ through the UNDSS website (https://training.dss.un.org) is mandatory prior to being authorized to travel. If you have already completed the course, please  send me a copy of the certificate or complete it as a pre-requisite to your travel.

1. Security Clearance (TRIP) (mandatory)

For staff:
    
Upon issuance of the ticket, kindly submit your request for your travel Security Clearance via TRIP (link here), and forward the confirmation email to me.

For consultants going on duty travel:

Upon issuance of the ticket, I will submit a request for your travel Security Clearance via TRIP.

1. Pre-Deployment Briefing Package

Please use this Link to access useful information on the emergency, security and wellness in the field, to help you prepare for the deployment.

1. Upgrading your mobile phone subscription plan (Notes to HRA: only for HQ staff members on duty travel, otherwise remove)

Prior to travel, please check whether your country of deployment is covered by your mobile phone subscription plan, including data package. To upgrade to higher plan, please use this link Service Catalog - WHO Self Service Portal (service-now.com) and select an upgrade to “Flex Global”, the IT Team will determine the best package for your country of deployment.

1. 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. 

1. Mandatory training

Notes to HRA: 
1. Please insert here all WHO mandatory training
1. Please insert BSAFE training
1. Please insert any training made mandatory for WHE or deploying personnel
1. Please insert any training made mandatory for specific roles or incident

Recommended training:

Notes to HRA: 

1. 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. 

1. On arrival

Upon arrival at the duty station, you will receive comprehensive briefings from our colleagues in the Country Office, including briefing on security in the field.

1. Per diem payments and Travel Claims

Your per diem will be paid to your personal account following the approval of the TR. Please travel with sufficient cash to cover all expenses for your stay in the country (accommodation, food, and other costs), and a valid credit/debit card, in case ATMs are operational in the major cities. Kindly be advised that only series 2017A of 20/50/100$ should be carried as other series may not be accepted in some countries.

For staff members: Please remember to keep copies of your boarding passes / ticket stubs and hotel receipts to be able to file your Travel Claim upon return from your deployment. Any additional expenses must be supported with proof of payment and will be reimbursed in line with WHO travel policies.

For consultants on duty travel: Travel Claims are normally not required for non-staff travellers. However, claims are required when actual travel differs from authorized travel and results in either additional payments or overpayments that require recovery. A claim may also be filed for additional expenses, such as visa or vaccinations mandatory or strongly recommended for your country of deployment. Any additional expenses must be supported with proof of payment and will be reimbursed in line with WHO travel policies. Kindly keep copies of your boarding passes / ticket stubs and hotel receipts in case a Travel Claim is needed upon your return from duty travel. I will submit it on your behalf if required.

1. Deployment Objectives 

Upon your arrival please ensure that you discuss your TORs with your supervisor in the field. If the duty travel is 6 weeks or more: At the end of your deployment and prior to your departure, I will send you the performance evaluation form that both you and your supervisor should complete and sign; this form should be incorporated in your annual ePMDS (for staff members). 

Notes to HRA: if you deploy a consultant on duty travel, please include the following text in yellow:

1. Insurance

[bookmark: _Hlk534890184]Kindly be reminded that the insurance that WHO provides during the period of the consulting contract, is considered complementary to the insurance individuals on consulting contracts are required to obtain and maintain throughout the contract period.  In this regard, you should ensure that you obtain and maintain adequate international medical expenses coverage under your national, institutional or private health insurance scheme. The WHO provided insurance expires concurrently with the end of the consulting contract and does not provide reimbursement for medical expenses incurred after the date of termination, regardless of cause. As a reminder, the details of the WHO insurance can be found here and in the attachments.


I look forward to receiving the above requested information as soon as possible in order to proceed with your travel arrangements.

Best regards,

XXXX

