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Global Laboratory Leadership Programme 
Participant, Instructor and Mentor Recruitment
Sample Communications Templates

The following templates are provided as examples of communication that may be used during the recruitment and selection of GLLP participants, instructors and mentors. If used, they should be revised according to country specific requirements.
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Global Laboratory Leadership Programme (GLLP)


[bookmark: _Toc210198555]Participant acceptance letter

Date: day, month, year
From: GLLP implementation team
To: XXX
Subject: Notification of acceptance and enrollment in the GLLP in Country name

Dear XXX,
In reference to your application for participation in the Global Laboratory Leadership Programme (GLLP) and following evaluation by the Selection Committee, we are delighted to inform you of your acceptance into the GLLP.

The GLLP will be delivered in Country name from day, month, year to day, month, year. 

The GLLP kick-off meeting will be on day, month, year from XX:XX to XX:XX, XX time. The detailed agenda will be provided. Please note that your full commitment and availability throughout the Programme’s period is essential for successful learning and to receive a certificate of completion.

Add program specific details for pre-session paperwork to be completed and next steps. 
Congratulations on your selection and wishing you a successful course!

Best regards,
GLLP implementation team



Global Laboratory Leadership Programme 


[bookmark: _Toc210198556]Participant rejection letter   
 
Date: day, month, year 
From: GLLP implementation team 
To: XXX 
Subject: Notification of decision regarding participation in the GLLP Country name 
 
Dear XXX, 
In reference to your application for the Global Laboratory Leadership Programme (GLLP) as a participant, following evaluation by the Selection Committee, we regret to inform you that you have not been selected to serve as a participant in this GLLP implementation. 
Thank you for your time and your interest in the program. We encourage your application to subsequent GLLP offerings and wish you luck with your future endeavours. 
 
Best regards,  
GLLP implementation team 




Global Laboratory Leadership Programme 

[bookmark: _Toc210198557]Instructor acceptance for interview letter 

Date: day, month, year 
From: GLLP Implementation Team 
To: XXX 
Subject: Notification of acceptance for an interview to serve as a GLLP instructor in Country name 

Dear XXX,
Congratulations. This email is to inform you that you have been selected for an interview to fill the position of GLLP instructor. We will send a follow up email to schedule an interview time. Please plan for the interview to last around XX minutes. 
In preparation for an interview, please respond to this e-mail within 48 hours of receipt of this letter with the following:
1. From the list below, select the topics for which you would be interested in acting as a GLLP instructor.  Please rank the topics by interest in descending order, with the topic you would be most interested in instructing at the top of the list and the topic you would be least interested in instructing at the bottom of the list. Be prepared to answer technical questions related to the topics you select during the interview.
Topic List:
	1.A.1 An Introduction to the Global Laboratory Leadership Programme   
	

	1.A.2 An Introduction to Laboratory Systems
	

	2.A.1 General Management
	

	2.A.2 Financial Management 
	

	2.A.3 People Management 
	

	2.A.4 Laboratory Information Management Systems
2.B.1 Introduction to QMS for Leaders
	

	2.B.2 Quality Management 
	

	2.B.3 Laboratory Quality Standards
	

	2.B.4 QMS Accreditation
	

	2.B.5 Audit
	

	2.B.6 Continuous Quality Improvement
	

	2.B.7 Nonconforming Events Management 
	

	2.B.8 Building Trust and Quality
	

	2.C.1 Biosafety 
	

	2.C.2 Biosecurity 
	

	2.D.1 Principles of Surveillance 
	

	2.E.1 Emergency Preparedness
	

	2.E.2 Emergency Response
	

	2.E.3 Emergency Recovery 
	

	3.A.1 General Leadership Skills
	

	3.A.2 Strategic Planning 
	

	3.A.3 Organizational Leadership 
	

	3.A.4 Critical Thinking 
	

	3.A.5 Partnerships and Coalition Building
	

	3.B.1 General Communication Skills 
	

	3.B.2 Proposal Writing 
	

	3.B.3 Media Relations 
	

	3.B.4 Risk Communication 
	

	3.C.1 Research and Innovation 
	

	4.A.1 Model Laboratory System Overview
	

	4.B.1 Policy and Legal Framework
	

	4.B.2 Infrastructure
	

	4.B.3 Workforce
	

	4.B.4 Information Systems
	

	4.B.5 Quality Management System
	

	4.B.6 Biosafety and Biosecurity
	

	4.C.1 Infectious Disease Case Study
	

	4.D.1 Laboratory System Development: Moving Forward
	



Add any details about your country-specific interview process. 
Thank you again for your interest in serving as an instructor for the GLLP. Please respond to this email within 48 hours with the topics you would be interested in instructing. We look forward to speaking with you during the interview.

Best,
GLLP Implementation Team




Global Laboratory Leadership Programme (GLLP)

[bookmark: _Toc210198558]Instructor acceptance letter
Date: day, month, year
From: GLLP implementation team
To: XXX
Subject: Notification of acceptance to serve as an instructor in the GLLP in Country name

Dear XXX,
In reference to your application for your participation in the Global Laboratory Leadership Programme as an instructor, following evaluation by the Selection Committee, we are delighted to inform you of your acceptance.

The GLLP will be delivered in Country name at venue name. 

You will be required to 
1. Participate in a Training of Trainers.
2. Adapt the materials you will be presenting to your country’s context. Instructions on how to adapt the materials will be provided during the Training of Trainers. 
3. Be present at all your assigned sessions as detailed below.

You will be participating in the delivery of the material for the following topics:
· Topic 1, dates
· Topic 2, dates
· Topic 3; dates

The first introductory session for instructors will be held date, location, time. 

Congratulations on your selection and we look forward to working with you to implement GLLP. 

Best regards,
GLLP implementation team



Global Laboratory Leadership Programme (GLLP)

[bookmark: _Toc210198559]Instructor deferral letter 


Date: day, month, year 
From: GLLP implementation team 
To: XXX 
Subject: Notification of decision regarding serving as an instructor in the GLLP in Country name 
 

Dear XXX, 

In reference to your application for enrollment as an instructor in the Global Laboratory Leadership Programme, and following evaluation by the Selection Committee, we regret to inform you that we will not be moving forward with your application at this time. Thank you for your interest in the Programme and please consider applying for future GLLP opportunities. 

Best regards, 

GLLP implementation team






Global Laboratory Leadership Programme (GLLP)

[bookmark: _Toc210198560]Mentor acceptance letter
Date: day, month, year
From: GLLP implementation team
To: XXX
Subject: Notification of acceptance to serve as a mentor in the GLLP in Country name

Dear XXX,
In reference to your application for enrollment in the Global Laboratory Leadership Programme as a mentor, following the Selection Committee’s evaluation, we are delighted to inform you of your acceptance.

The GLLP will be delivered in Country name starting on day, month, year until day, month, year.

You will be required to 
1. Participate in a Training of Trainers and Mentors
2. Complete the attached Assessment Guide prior to (date) to help us get an idea of your skillset and match you with a mentee from the program. Please send the completed Assessment Guide to XXX email.  We will notify you of your mentee pairing on (date) and provide guidance on how to structure mentoring sessions.
3. Be present at all your mentorship meetings as detailed in the mentor agreement
4. Attend GLLP learning sessions as often as possible. 

Congratulations on your selection and wishing you a successful course!

Best regards,
XXX






	
Global Laboratory Leadership Programme (GLLP)


[bookmark: _Toc210198561]Mentor Rejection letter 

Date: day, month, year 
From: GLLP implementation team 
To: XXX 
Subject: Notification of decision regarding serving as a mentor in the GLLP in Country name 
 


Dear XXX, 

In reference to your application for participation in the Global Laboratory Leadership Programme (GLLP) as a mentor, and following the Selection Committee evaluation, we regret to inform you that you have not been selected to serve as a mentor for this GLLP implementation. Thank you for your interest in the Programme and please consider applying for future GLLP opportunities. 


Best regards, 

XXX
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