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[bookmark: _Hlk10797445]Pre-Departure Debriefing Checklist
EVENT – COUNTRY

 Once completed, please return this form ASAP to the HR & WCO Administrative focal point.

	Your name:
	

	Email:
	
	Deployment location: 
	

	Deployment mechanism:
	☐ Duty travel	☐ Consultant	☐ GOARN Expert 	
☐ Standby Partner	☐ UN Volunteer	☐ Other

	Deployment 
end date:
	



1. 	HR/ADMINISTRATIVE/OPERATIONS OFFICER 
(name of officer / location / telephone number)
· Received returned WHO identification clothes, if assigned
· Completed local Clearance Certificate and send to GSC, with a copy to WHE HR HQ
· Ensured you sent the following completed reports to WHE HR HQ:
· End of Mission Report
· relevant Performance Evaluation
· Handover Notes 
· If you were a consultant/GOARN Expert/Standby Partner: collected your UN Certificate 
· If you were a staff member deployed to Country Office on a Temporary Appointment (TA):
· Collected your UNLP 
· Ensured that leave/absences were accurately recorded.

2. 	IT DEBRIEFING (name of officer / location / telephone number)
· Laptop returned, if assigned
· Cellphone and charger returned, if assigned
· Local SIM card: number that was attributed: _________________
· Wireless Internet modem returned, if assigned.


 
3. 	SECURITY DEBRIEFING (name of officer / location / telephone number)
· UN ID card returned
· Any other UN Access cards returned. 

4.  	STAFF HEALTH & WELLBEING
· Medical Officer (name of officer / location / telephone number)
· Staff Counsellor (name of officer / location / telephone number)

5. 	YOUR SUPERVISOR 
(name of supervisor / function of supervisor / location / telephone number)
· Handover Notes completed by deployee
· End of Mission Report completed by deployee
· Performance Evaluation completed by deployee and supervisor
· Debriefing meeting conducted



	I, HR/Admin/Operations Officer, confirm that the above-mentioned items have been completed. 

Name:	                                   		  Signature: 	 				Date:
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