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I. [bookmark: _Toc161657573]PurposeI

The purpose of this Policy is to introduce a departure from the Harmonized Selection Process for International Professional longer term positions in order to expedite selections for longer term positions in emergency circumstances.


II. [bookmark: _Toc161657574]Scope
2.1. This Policy applies exclusively to international professional positions advertised through a specific Fast Track vacancy notice.
2.2. Fast Track vacancy notices can be published in the following circumstances, to be confirmed by the Executive Director, WHE:

· a formally declared “public health emergency of international concern (PHEIC)”;
· a graded emergency.


III. [bookmark: _Toc161657575]Overall Process

3.1. As far as possible, generic position descriptions will be used in order to obviate the need for classification review by the department of Human Resources and Talent Management (HRT) for HQ positions and Regional HR Managers (RHRM) for positions in country and regional offices, thereby expediting the process for advertisement.

3.2. Prior to advertisement of any vacancy notice, HRT conducts a review of the requirements of the position against the profiles of staff members who have expressed interest in voluntary geographical mobility and have posted their profiles in the mobility database. Should there be a match and there is agreement from both the staff member and the hiring manager, a lateral transfer can be effected at the earliest. In the case of fast track positions, the aim would be to effect the lateral transfer within two weeks of agreement between the releasing and receiving units of the proposed lateral move.

3.3. Should there be no match in the mobility database or while the hiring manager is discussing with the potential matches and their releasing units, Fast Track vacancy notices will be published internally and externally for a period of three to ten working days. The vacancy notice will be clearly marked as falling under the “WHO policy for Fast Track Procedures for Emergencies”. They will be circulated by WHE to its networks of humanitarian/emergency partners/stakeholders.
3.4. The advertisement of the vacancy and the selection process may take place prior to the formal establishment of the position. However, no offer of appointment, or commitment towards the selected candidate, can be made until the position is formally established, i.e., has a post number and identified funding attached to it.



3.5. The selection process may be conducted in two phases if Phase 1 of the process is not conclusive. Phase 1, which will be started after the first three days of advertisement, will only include the following candidates:

· Internal candidates holding a continuing or fixed-term appointment, who meet the minimum requirements of the position, including those who are within two months of completing two years in their current position;
· External candidates who have been prequalified and placed on existing External Roster(s), who meet the minimum requirements of the position and who have confirmed their agreement to be considered for the position, as well as their availability.

3.6. If after completion of Phase 1, no suitable candidate has been identified, Phase 2 will come into operation, i.e. the fast-track selection will proceed with a list of all other candidates who applied to the vacancy.  Internal candidates who applied after the third day of publication of the vacancy notice will be subject to a paper review as described for Phase 1 below, whereas external candidates may be subject to a more elaborate evaluation process as described for Phase 2 below.
PHASE 1
3.7. Once the vacancy notice has closed, HQ HR Manager HSP/Regional HR Managers (RHRM) will send the list of eligible applicants, among the candidates listed in paragraph 3.5 above, for the position to the respective Hiring Manager within two working days.

3.8. The Hiring Manager will review the list of eligible candidates and subsequently come up with a shortlist of no more than five candidates for each job opening. A brief narrative on the reasons why these shortlisted candidates are considered to best meet the requirements of the respective position will be required. The narrative shall also document that all eligible applicants have been reviewed and briefly indicate the main considerations that guided the shortlisting process. The review and proposed shortlist must be submitted to HSP or RHRM by the Hiring Manager within five working days.

3.9. The shortlist will then be sent by HSP or RHRM within two working days to a Fast Track Panel (FTP), constituted for the purpose of the Fast Track vacancy notices. The FTP will be made up of the Hiring Manager, an HR Officer and a member of the Staff Association.  Once the shortlist is received by HSP or RHRM, the FTP should be convened within three working days, either in person or virtually.

3.10. The FTP will conduct a paper review of the shortlisted candidates, based on the analysis of the Hiring Manager compared to the requirements of the position as indicated in the vacancy notice, and with reference to the Personal History forms of the candidates, their last two PMDSs (for internal candidates) and recent performance appraisals or other reference checking documentation for external candidates. The FTP will proceed to make its written recommendation with justification to the EXD/WHE or the relevant Regional Directors, as appropriate.
PHASE 2
3.11. Should no candidate be identified as a result of Phase 1 above, HQ HR Manager HSP/Regional HR Managers (RHM) will send the list of all other applicants who meet the minimum



requirements of the positions to the respective Hiring Manager within two days after the outcome of Phase 1 is known;

3.12. The same process as 3.7 and 3.8 above will then ensue.

3.13. The FTP will consider the shortlisted candidates based on the analysis of the Hiring Manager compared to the requirements of the position as indicated in the vacancy notice and come up with a final shortlist of up to five candidates.

3.14. HR will ensure, at this point in time, that the required reference checks, including verification of academic degrees are carried out for recommended external candidates, including former staff.

3.15. The FTP will then decide on the method of evaluation of the candidates; testing and/or interviews. Once the evaluation of the candidates has been completed and taking into account recent performance appraisals or other reference checking documentation, the FTP will proceed to make its written recommendation with justification to the EXD/WHE or the relevant Regional Directors, as appropriate.
DECISION AND ASSIGNMENT
3.16. Once a decision has been taken, following 3.10 or 3.16 above, the successful candidate will be informed without delay. The supervisors of internal candidates who have been selected will be informed at the same time and will be required to release the staff members assigned to a Fast Track position within ten working days of the selection notification.  If an external candidate has been selected, WHO will need to negotiate with the candidate on a start date and should aim to have him/her on board within a month of the selection notification.

3.17. Incumbents of fast-track positions will normally be required to serve for at least a period of two full years before he/she can be considered for reassignment to another position, unless the need for the position comes to an end sooner. If this is the case, the concerned staff member will be considered as a priority candidate in the next mobility exercise or in the selection process for any position that the staff member may have applied for and for which he/she is qualified.

3.18. In order to ensure that critical needs in emergency operations are met promptly and efficiently, internal staff members when applying to fast track positions and in anticipation of a possible deployment:

· should make every effort to be up to date in the basic set of vaccinations;
· should ensure that their medical clearance is valid for at least six months;
· should ensure that their UNLP and national passport are valid for at least six months;
· should ensure that they have completed their advanced security training in the field;
· are encouraged to inform their managers of their application(s).

3.19 As per current practice in accordance with the Harmonized selection process, candidates who have been found to be suitable but were not offered an appointment, may be selected to similar fast track positions within 12 months of completion of the fast track process, as long as their staffing profiles match the requirements of the positions and they are in agreement.


IV. [bookmark: _Toc161657576]Monitoring and Compliance

4.1 Given the lighter recruitment process, it is essential that external candidates’ performance and behaviour during the probationary period be carefully monitored and documented prior to any decision being made on confirming or extending their fixed-term appointments.

4.2 Compliance with this Policy will be monitored by Director, HRT.


V. [bookmark: _Toc161657577]Dates

This Policy is effective with immediate effect.


VI. [bookmark: _Toc161657578]Timeline
From the time the request for advertisement is received by HR and a candidate is on post, the timeline for Phase 1 is expected to be between 15 to 22 working days. Internal candidates are expected to take on the new functions within a possible additional 10 working days. External candidates (from the roster) will take up the functions at a time to be negotiated with them and will normally be within one month of the selection notification.

The expected timeline for Phase two process will add an additional 10 to 15 working days to a candidate being selected.
Process for Phase 1
Timeline
VN Published
1 day
VN Closes
5-9 days
HR downloads matrix and sends to Hiring Manager and calls for FTP
1 day
Hiring Manager returns proposed shortlist to HR
3 days
HR completes review of eligible candidates
1 day
FTP completes review and submits recommendation to EXD/WHE or RD
1 day
EXD/WHE or RD takes decision and candidate advised
1 day
Candidate released to position (note: for internals five to ten days is reasonable; for externals this may be between two to four weeks)
10 days

Total









Min. 15days
Max. 22 days
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