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Introduction:
Consular services management, covering citizen assistance, travel documents and crisis response, is a 5-day
course for consular casework, document and counter supervision staff, ending with a Consular Service and
Crisis Assistance Plan for a case mission. Consular sections lose public trust when emergency travel
documents are issued without fraud checks, detained or bereaved families wait for news, legalisation
requests pile up and crisis cells start without a register of nationals. Nominees already handle consular cases
or document counters and work through case files, registers and service data. CoreConcept Training Center
delivers this consular services management course.

Course Objectives:
• Map the consular functions of the Vienna Convention on Consular Relations onto the services,

staffing and jurisdiction of a consular section
• Process passport, emergency travel document, civil registration and notarial requests to a consistent

standard with documented identity and fraud checks
• Choose between apostille certificates and the consular legalisation chain for foreign public

documents and advise applicants accordingly
• Handle detention, hospitalisation, death and estate cases of nationals abroad, from consular

notification to family liaison and repatriation
• Activate a consular crisis cell, maintain a register of nationals and control an evacuation manifest

during an emergency
• Measure consular service performance through queue, turnaround and complaint indicators and set

improvement targets

Target Audience:
• Consular officers responsible for casework involving detained, sick, bereaved or vulnerable nationals
• Document services staff responsible for passports, emergency travel documents, civil registration

and notarial acts
• Legalisation and attestation staff responsible for authenticating public documents for use abroad
• Counter and front-office supervisors responsible for queues, appointments and applicant complaints

at a consular section
• Foreign-ministry operations staff responsible for consular crisis cells, registers of nationals and

evacuation support



Course Outline:

Day 1: Consular Function Foundations and Section Baseline

• Vienna Convention on Consular Relations Article 5 Function Map
• Consular Post Classes, Honorary Consuls and Jurisdiction Districts
• Consular Versus Diplomatic Mandate Boundary Within the Mission
• Citizen Service Demand Profile by Case Type
• Consular Section Baseline Review of Workload and Backlogs

Day 2: Travel Documents, Civil Status and Legalisation Services

• Passport Application Checks and Identity Verification Procedure
• Emergency Travel Document Issue Criteria and Fraud Indicators
• Civil Registration of Births, Marriages and Deaths Abroad
• Notarial Acts, Powers of Attorney and Signature Attestation
• Apostille Convention Certificates Versus Consular Legalisation Chain

Day 3: Assisting Nationals in Distress

• Article 36 Consular Notification and Detainee Visit Protocol
• Prison Welfare Monitoring and Legal Representation Lists
• Hospitalised National Case File and Medical Repatriation Coordination
• Article 37 Death Notification and Repatriation of Remains
• Estate Safeguarding for Minors and Persons Lacking Capacity

Day 4: Consular Crisis Cells, Evacuation and Service Performance

• Consular Crisis Cell Activation Roles and Duty Rosters
• Register of Nationals and Warden Network Contact Tree
• Evacuation of Nationals Assembly Points and Manifest Control
• Mass Casualty Family Liaison and Victim Identification Support
• Consular Service Indicators for Queues, Turnaround and Complaints

Day 5: Case Study on a Consular Service and Crisis Assistance Plan

• Case Mission Caseload, Document Volumes and Service Data Review
• Case Detention and Death Abroad File Handling Exercise
• Case Emergency Travel Document Fraud Screening Decision Defence
• Case Crisis Cell Evacuation Tabletop Using Register of Nationals
• Consular Service and Crisis Assistance Plan Completion



Skills You Will Gain:
• Consular Casework Management
• Travel Document Examination
• Notarial and Legalisation Practice
• Detainee Welfare Monitoring
• Bereavement Case Coordination
• Crisis Cell Operation
• Evacuation Manifest Control
• Consular Performance Measurement

Why Attend This Course:
• Deliver a Consular Service and Crisis Assistance Plan for a case mission to the head of consular affairs

and the mission's crisis lead
• Decide when an emergency travel document, notarial act or legalisation request should be issued,

referred or refused
• Avoid unanswered detention notifications, delayed repatriation of remains and evacuations run

without a verified register of nationals
• Coach counter staff and duty officers with the case file templates, fraud indicator checklist and crisis

cell contact tree

Conclusion:
Back at work, the participant presents the Consular Service and Crisis Assistance Plan to the head of
consular affairs, the head of mission and the duty officers. Management uses it to set document checks,
casework routines, service indicators and crisis cell roles before the next surge in demand or emergency
abroad. After the first detention, death or evacuation case handled under the plan, the section should
review notification times, family contact, manifest accuracy and applicant complaints, then revise the
procedures that fell short.

Frequently Asked Questions FAQ:

What should participants know before the consular services management course?

Participants should already handle consular cases, document counters or crisis support in a foreign ministry
or mission. No legal qualification is needed. Bringing anonymised case summaries, service statistics or a
current consular procedure helps during the case study work.



How does consular services management differ from a diplomatic practice or
corporate travel risk course?

Consular services management covers help to individual nationals: documents, notarial acts, detention,
death and evacuation cases. Diplomatic practice courses cover state-to-state representation and
negotiation, while corporate travel risk courses cover an employer's programme for its own travelling staff.

Why does consular notification matter in consular services management?

Consular notification lets the section learn quickly that a national has been arrested or detained, so officers
can visit, check welfare, provide lists of lawyers and keep the family informed. Without it, cases surface late
and assistance options narrow.

What do participants take back from the consular services management course?

Participants take back a Consular Service and Crisis Assistance Plan for a case mission, with a function map,
document check procedures, casework templates, a crisis cell contact tree and service indicators they can
adapt to their own section.


