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	DISCLAIMER

Standard Operating Procedures (SOPs) provide a step-by-step guide for staff directly involved in the processing of administrative actions to support and facilitate the implementation of WHO policies and procedures. The SOPs are for guidance only; they are neither authoritative nor binding. The SOPs reflect the policies and procedures of WHO at the time of writing; however, policies and procedures change from time-to-time. In the case of a conflict between the SOPs and the WHO eManual provisions, the WHO eManual provisions take precedence.
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1. INTRODUCTION


1.1. Overview/Description
This standard operating procedure (SOP) describes the process for deployment on duty travel in response to a graded emergency. 

This SOP applies to:
· Staff members placed on the Internal Roster for Emergencies (hereafter referred to as the Internal Roster)
· Staff members who have not yet been placed on the Internal Roster but are being requested to deploy to support a graded emergency
· Consultants who are already part of the WHO workforce (regardless of whether they are part of the External Roster for Emergencies or not) and are being requested to deploy to support a graded emergency outside of their primary duty station.

Dedicated Human Resources (HR) teams at all 3 levels of the Organization coordinate deployment for all surge requests.


1.2. General Guidance / Business Rules

1.2.1. Pre-deployment arrangements
In preparation for the deployment on duty travel, the designated HR team initiates contact with the Country Office (WCO) Administrative Officer/Operations Officer (AO/OO) and HR focal point to determine the administrative actions that need to be taken, for example, procurement of visa, airport pick-up, accommodation and on-arrival briefings with HR, Security, and First Level Supervisor/Manager during the deployment.  

1.2.2. Deployment arrangements
Section 3. Process Steps, below, sets out the roles and responsibilities in the management and administration of duty travel deployments for emergencies. 

1.2.3. Pre-Arrival arrangements
Section 3. Process Steps, below, sets out the roles and responsibilities for the pre-arrival arrangements of a staff member/consultant for the WCO AO/OO in the requesting WCO. 


1.3. Reference Material 
1.3.1. Related SOPs
· SOP on Emergency Travel (TRV.SOP.VII.015)


2. PROCESS FLOW
3. 
PROCESS STEPS

	Step
	Control (C)
	Type
	Process
	Role / Responsibility

	3.1
	
	
	Deployment arrangements
	Designated HR team/ HRA

	3.1.1
	
	
	Upon selection, inform the member of the workforce of the WCO’s decision to deploy them. 
	Designated HR team

	3.1.2
	
	
	Concurrently, create an Event Management System (EMS2) record in the respective Emergency in order to monitor the deployment. 
	Designated HR team

	
	
	
	The following actions are taken concurrently: 
	Designated HR team (Assistant) (HRA)

	3.1.3.
	
	
	Informs the member of the workforce of their selection for deployment, indicating the emergency the deployee will be responding to, the role, duration and duty station. 
	HRA

	3.1.4
	
	
	Ensure all pre-deployment requirements are completed as appropriate
	HRA

	3.1.4.1
	
	
	· Event-specific medical and security requirements – coordinate any pre-deployment requirements related to security, health and wellbeing, if applicable, and as defined by Security (SEC) and Staff Health & Wellbeing (SHW) at the grading of an emergency.
	HRA

	3.1.4.2
	
	
	· Visa – facilitate the procurement of Visa Support Letter or Note Verbale, if required.
	HRA

	3.1.4.3
	
	
	· For HQ duty travel, staff/non-staff are encouraged to coordinate with CIBT/CWT for their visa. The assigned HR focal point will assist as necessary.
	HRA

	3.1.4.4
	
	
	· Briefing information – send the link to the pre-deployment Country and Deployment Briefing Pack, which includes detailed information on the country of deployment, latest situation reports, etc.
	HRA

	3.1.4.5
	
	
	· Mandatory training and PSEAH checklist – ensure the selected personnel submits the certificates of completion of all pre-deployment mandatory trainings as well as the PSEAH checklist
	HRA

	3.1.4.6
	
	
	· Travel itinerary and Travel Request (TR) – raise a Travel Request for the deployment following the SOP on Emergency Travel (TRV.SOP.VII.015) and share the travel itinerary with the deployee and, once accepted, with the HR focal point or AO/OO in WCO and requests an airport pick up, accommodation and briefing schedule be prepared, etc.
	HRA

	3.1.4.7
	
	
	· Consultant’s per diem – ensure consultants are aware that when on duty travel, they receive per diem, as staff members do, rather than an emergency consultant’s living allowance.
	HRA

	3.1.4.8
	
	
	· Internationally-recruited consultants based at HQ and who are required to go on duty travel for WHO – will continue to receive the full living expenses for Geneva for periods on mission not exceeding seven consecutive calendar days. The living expenses for Geneva will be payable on a pro rata basis during missions of eight consecutive calendar days or more and will be adjusted in the settlement of the travel claim of the mission. The living expenses will be prorated as follows: CHF 3,000/30 x days worked on-site in Geneva.
	HRA

	3.1.4.9
	
	
	· UNDSS clearance – 
· For a staff member – ensure the staff member submits the security clearance for the travel to the duty station through the UNDSS Travel Request Information Processing (TRIP) system. 
· For a consultant – if required, assist the consultant with submitting the security clearance for the travel to the duty station through the UNDSS Travel Request Information Processing (TRIP) system.
	HRA

	3.1.4.10
	
	
	· Introduction to local focal points – formally introduce the staff member/consultant to the AO/OO and HR focal point in the WCO, in order to enable direct communication regarding, for example, on-arrival arrangements, etc.
	HRA

	3.1.4.11
	
	
	· UN documents –
· For a staff member – if required, provide guidance on submission of a formal request to HQ HR Liaison Services (HRS) for the issuance of a UN Laissez-Passer (UNLP).
· For a consultant – if required, submit a formal request to HQ HR Liaison Services (HRS) for the issuance of a UN Certificate (UNC) if applicable, depending on duration of the deployment.
It is the responsibility of travelers/deployees to ensure that they have updated UN documents before their deployment. 
	HRA

	3.1.4.12
	
	
	· EMS2 – update EMS2 record for the Roster member’s deployment.
	HRA

	3.2
	
	
	Pre-arrival arrangements
	AO/OO of WCO

	3.2.1
	
	
	Assist with visa requirements during the contracting phase, if requested.
	AO/OO 

	3.2.2
	
	
	Arrange for airport pick-up and accommodation.
	AO/OO 

	3.2.3
	
	
	Ensure that the various focal points in the WCO have scheduled briefings in advance of the staff member’s/consultant’s arrival, specifically:
	AO/OO 

	3.2.3.1
	
	
	· The HR or Administrative focal point briefs on benefits and entitlements during the deployment.
	AO/OO 

	3.2.3.2
	
	
	· Performance Management:
· For staff – the staff member’s First Level Supervisor during the deployment schedules a technical briefing to discuss the specific deliverables the staff member will be expected to complete.
· For consultants – the consultant’s Manager during the deployment schedules a technical briefing to discuss the specific deliverables the consultant will be expected to complete.
	AO/OO 

	3.2.3.3
	
	
	· Security Team provides a security briefing and organizes any specific security trainings required and available at the duty station (e.g. SSAFE training).
	AO/OO 

	3.2.4
	
	
	Make the relevant administrative arrangements to ensure that the staff member/consultant will have the administrative support, office space, equipment and email account as required to carry out their duties.
	AO/OO 

	3.2.5
	
	
	[bookmark: _Hlk27125153][bookmark: _Hlk27125094]Send an email to the staff member/consultant confirming that on-arrival arrangements have been made with regards to the above and provide a list of important WCO contacts in case of an emergency during travel and upon arrival at the duty station. Copy the HQ HRA on the email.
	AO/OO 
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