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HR Actions Checklist 
at the Onset of an Emergency
These actions take place concurrently at the onset of a graded emergency response. 
They are listed in a single table to ensure that all actions are taken.
	Action Points
	Person(s) Responsible
	Status

	Declaration of Emergency
· Announce the grading decision
· Alert the Global Service Centre (GSC) and activate emergency standard operating procedures (SOPs)
	DG/
EXD/WHE/
RED/RD
	

	· Establish incident management support teams (IMST), with directors to designate technical/administration members
	RED/RD/
EXD/WHE
	

	· Create incident in EMS2
· Notify the data team
	Emergency operations centre (EOC) team
	

	· Assign HR focal points to oversee the deployment of surge capacity
	HR team lead/
HR manager
	

	· Assign HR focal points (HR officer (HRO), HR assistant (HRA) and Data assistant) for weekend hotline, if necessary
	HR team lead/
HR manager or designated HRO in the Regional Office
	

	· Re-assign the work within the designated HR team and determine if additional support/resources are needed for effective and efficient response
	HR team lead/
HR manager or designated HRO
	

	· Determine sourcing mechanisms, frequency of deployment reports/circulation list and overtime arrangements 
· 
	HR team lead at HQ/ HR manager

	

	· Develop the event HR plan based on information from the 3 levels of the Organization
	Incident manager/ HRO/
Data manager
	

	· Prepare submissions for the needed positions upon receipt of the request of the list of candidates

	IM supported by HRO/AO/OO
	

	· Schedule meetings with the designated HR team and focal points and determine their frequency
	Designated HRO
	

	· Collate focal points contact list for the 3 levels and share with everyone
	Designated HRO
	

	· Ensure that TORs are available in all applicable languages
	Designated HRO
	

	· Ensure coordination with Staff Health and Wellbeing Services (SHW), Security (SEC), operations support and logistics (OSL) and finance to determine 
· the information flow
· location for medical/security briefings 
· medical examinations specific to the incident country 
· any additional medical information to be shared (if required) with deployees 
· security measures to be further strengthened or waived off
	HRO/AO/OO
	

	· Inform GSC counterparts of potential surge following announcement of graded emergency
	HRO/AO/OO
	

	· Attend IMS team meeting(s) and 2 or 3-level calls to
· identify priorities
· develop a response strategy and working arrangements (frequency of meetings, etc.)
· prepare for the deployment of the initial surge capacity
· ensure availability of funds with PATEOs
	HRO/AO/OO
	

	· Schedule the first HR coordination call (with RO or HQ/RO) with the Admin Officer/Operations Officer (AO/OO) in the WCO to cover the following items:
· share the emergency SOPs in all applicable languages 
· explain the purpose and process of SBPs/GOARN
· agreement on weekly calls and how to communicate/coordinate effectively 
· agree on deployment mechanisms and how to obtain the necessary information regarding visas, security and SSAFE, medical requirements, duty of care, IT, focal point contact lists, administrative formalities (accommodation, transport, country information pack, etc.)
· check if temporary positions exist in the WCO Emergency Operations and Appeals (EOA) (previously known as OCR) work plan
· review capacity to use EMS2
	HRO/AO/OO
	

	· Obtain/provide necessary information regarding
· duty station classification
· HR entitlements (R&R status, danger pay, special DSA) 
· Country-specific information to share with deployees as part of the pre-deployment formalities (send template to WCO so they may prepare the document)
	HRO/AO/OO
	

	· Compile briefing documents based on the information provided by AO, SHW and SEC
	HRO/AO/OO
	

	· Create a deployment check list for processing temporary appointments, duty travels, consultancies, SBPs and GOARN
	HRO/AO/OO
	

	· Create an organogram for the positions on the IMST and upload briefing documents on the SharePoint page for the incident
	Data manager
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