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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 used to deploy GOARN Experts following their selection to deploy to a graded emergency. 

The designated Headquarters (HQ) HR Emergency & Event Response Team (hereafter referred to as the designated HQ HR Team), under Human Resources and Talent Management (HRT), manages the selection of GOARN Experts in coordination with GOARN and the respective Incident Manager/ WHO Representative (IM/WR) and coordinates the deployment of all surge requests, in collaboration with the Emergency Response Division (WRE).


1.2. General Guidance / Business Rules

1.2.1. Pre-deployment arrangements
In preparation for the deployment of GOARN Experts, 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, Medical, Security and Manager.

Section 3. Process Steps, below, sets out the roles and responsibilities in the management and administration of GOARN Experts during the pre-deployment phase. 

WHO issues a nil-remuneration contract to the Expert for the deployment in order to ensure that they are covered for (i) compensation in case of death or permanent (total or partial) disability due to accident or illness and (ii) medical expenses in case of accident or illness, subject to the conditions and limits contained in the insurance policy and has access to repatriation and MEDEVAC paid for by WHO Health Insurance up to USD 10,000.
The GOARN Partner Institute ensures that the Expert receives a salary for the entire duration of the deployment, and WHO covers the cost of Rest & Recuperation (R&R), where applicable, as per WCO policy.

1.2.2. Pre-Arrival arrangements
Section 3. Process Steps, below, sets out the roles and responsibilities for the pre-arrival arrangements, carried out by the WCO AO/OO. 


1.3. Reference Material 
1.3.1. UPKs
· GOARN Code of Conduct 


1.3.2. Related SOPs
· GOARN Expert Arrival Management and Support during Deployment




2. PROCESS FLOW
3. 
PROCESS STEPS

	Step
	Control (C)
	Type
	Process
	Role / Responsibility

	3.1
	
	
	Contracting and deployment arrangements
	Designated HR team/ Assigned HR focal point (HRA)

	3.1.1
	
	
	Create an Event Management System (EMS2) record in the respective Emergency to monitor the deployment and designates a HR Assistant (HRA) to manage the deployment.
	Designated HR team

	
	
	
	The following actions are taken concurrently, taking into account the applicable contractual arrangement to be used to deploy the GOARN Expert: 
	Assigned HR focal point (HRA)

	3.1.2
	
	
	Inform GOARN Expert of WCO’s decision to deploy them.
	HRA

	3.1.3
	
	
	Provide the Expert with information on the role and type of contract that will be offered subject to the completion of pre-deployment formalities and documents they must submit to initiate the deployment.
	HRA

	3.1.4
	
	
	Documentation
Request the GOARN Expert complete and submit the following pre-requisite documents before the nil-remuneration contract can be issued: 
· Copy of passport(s)
· Mandatory Security Certificate
· Supplier Creation/ Modification Form
· WHO Declaration of Interest for Non-Staff 
· Designation of Beneficiary Form
· Designation of Personal Representatives Form
· Medical Certificate of Fitness for Work
· PSEAH Deployment Checklist
· Two jpeg photographs (if a UNC is required).
	HRA

	3.1.5
	
	
	Learning and Capacity Development
Provide links to the following learning and capacity development courses that must be completed:
· [bookmark: _Hlk26179311]WHO/WHE mandatory courses for the GOARN Expert to complete and submit certificates
· WHO Code of Ethics, WHO policy on Sexual Exploitation, Abuse Prevention and Response and the WHO policy on Preventing and Addressing Abusive Conduct that the GOARN Expert must read
· PSEAH Deployment Checklist to be signed
· Pre-deployment briefing documents that include detailed information on the country of deployment and latest situation reports, etc.
	HRA

	3.1.6
	
	
	Nil-remuneration Consultant Contract, Visa and Travel:
Upon receipt of the above-mentioned documents the designated HRA makes the following arrangements in preparation for the deployment:
	HRA

	3.1.6.1
	
	
	· Event-specific medical and security briefings – ensures that the GOARN Expert obtains and sends the Medical Certificate and completes the security briefings, as applicable
	HRA

	3.1.6.2
	
	
	· Visa – facilitates the procurement of Visa Support Letter or Note Verbale, if required.
	HRA

	3.1.6.3
	
	
	· Briefing information – sends 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

	3.1.6.4
	
	
	· Contract and Travel– initiates a nil-remuneration consultant contract and Travel Request in GSM; upon receipt of the approved Travel Request, shares the GOARN Expert’s travel itinerary with the HR focal point and AO/OO in the WCO and requests an airport pick-up, accommodation, and briefing schedule to be prepared, etc. This information is also shared with the GOARN team.
	HRA

	3.1.6.5
	
	
	· UNDSS clearance – submit the security clearance for the GOARN Expert’s travel to the duty station through the UNDSS Travel Request Information Processing (TRIP) system.
	HRA

	3.1.6.6
	
	
	· Introduction to local focal points – formally introduces the GOARN Expert to the AO/OO and HR focal point in WCO, to enable open and direct communication regarding, for example, onboarding arrangements, etc
	HRA

	3.1.6.7
	
	
	· UN Certificate (UNC) –if applicable, upon receipt of a copy of the signed consultant contract from the GOARN Expert, submits a formal request to HQ HR Liaison Services (HRS) for the issuance of a UNC.
	HRA

	3.1.6.8
	
	
	· EMS2 – updates EMS2 record for the GOARN Expert’s deployment.
	HRA

	3.2
	
	
	Pre-arrival arrangements
	AO/OO of WCO

	3.2.1
	
	
	Assists with visa requirements during the contracting phase, if requested
	AO/OO of WCO

	3.2.2
	
	
	Arranges for airport pick-up and accommodation
	AO/OO of WCO

	3.2.3
	
	
	Ensures that the various focal points in the WCO have scheduled briefings in advance of the GOARN Expert’s arrival, specifically:
	AO/OO of WCO

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

	3.2.3.2
	
	
	· GOARN Expert’s Manager during the deployment schedules a technical briefing to discuss the Terms of Reference (TORs) and planned key outputs for the Performance Evaluation Report (PER) form
	AO/OO of WCO

	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 of WCO

	3.2.3.4
	
	
	· PSEA briefing is conducted by the designated focal point
	AO/OO of WCO

	3.2.4
	
	
	Makes the relevant administrative arrangements to ensure that the GOARN Expert will have the administrative support, office space, equipment and email account as required to carry out their duties.
	AO/OO of WCO

	3.2.5
	
	
	[bookmark: _Hlk27125153][bookmark: _Hlk27125094]Sends an email to the GOARN Expert 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 of WCO

	3.3
	
	
	The SOP that describes the actions taken by the WCO upon the arrival of the GOARN Expert and the management and support provided throughout the deployment can be found here.
	AO/OO of WCO












4. ANNEX

Insurance for individuals & GOARN Experts engaged using consultant contracts

WHO expects individuals and GOARN Experts engaged on consultant contracts to have their own primary medical insurance coverage. The WHO insurance is complementary.

	Compulsory insurance coverage
	Details

	Medical expenses for accident or emergency illness*
	USD 50,000.- max. per event

	Emergency medical evacuation/repatriation**
	USD 10,000.- max. (incl. in USD 50,000.- above)

	Compensation in case of accidental death
	Lump sum = 3 x annual pensionable remuneration P4.step 1
(annual pensionable remuneration P4.step 1 = USD 171,868.- as at 1 Feb 2022)

	Compensation in case of permanent (total or partial) disability due to accident or illness
	Lump sum = Percentage of 3 x annual pensionable remuneration P4.step 1 according to the degree of disability

	War and terrorism risks
	Included (nuclear/chemical/biological risks excluded)


 
*Emergency illness = A life-threatening situation where the patient must start treatment within 48 hours and for whom travel is not possible for medical reasons.
**Transportation by professional ambulance service to the nearest hospital where treatment can be given or repatriation to home country or medical evacuation to country where care can be given.
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