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	Deployment procedures for emergencies



The following document sets out the roles and responsibilities for defining HR requirements and the activation of the internal and external rosters at the onset of a graded emergency. It should be read in conjunction with the Delegation of Authority outlined at WHO eManual XVII.6.1; the SOP on Defining HR Requirements and the SOPs on the deployment of internal, external, Stand-By Partnership and GOARN rosters (WHO eManual XVII.6.4).

	Phase
	Steps
	Responsible
	Details
	End Results

	     Planning
	Identify Incident Manager (IM)
	WR/RED/ Director ARC/ EXD/WHE
	· Establish IMST and pillar leads to manage the response
· Prior to the IM being in function, another staff will be designated ad interim as designated by senior staff
	· IM and pillar leads appointed
· IMST functional

	
	Define HR Requirements
	(Grade 1, 2 or 3)
IM – acute

WR – protracted

HR Team Lead HQ/
HR Manager in Region,
Manager EMS HQ
	· Designate HR Lead and support staff
· Designate Finance Lead and support staff
· Using standard IMS roles and TORs, develop an HR deployment plan and organogram with details of the location, role/function, grade, deployment modality, deployee, duration of deployment, inter/national deployment
	· HR Plan defined
· Work Plan defined
· Funding secured
· SEC/MEDEVAC defined

	
	Confirm Budget and Funding
	IM/WR and EMS Lead HQ
	· Develop budget and defines funding requirements/gaps
· IM to submit CFE request
· Create Emergency Operations and Appeals (EOA) (previously known as OCR) HR workplans at all three levels where staff and non-staff positions will be managed
· HQ: EMS to establish workplan structure and prepare award budgeting / HRT to create positions as per the approved workplans
· Ensure availability of funding for ongoing emergency operations
	· 

	
	Approve HR and Work Plan
	WR (Grade 1, 2 or 3) 
RED & RD (Grade 2 or 3) 
EXD (Grade 3 and staff/non-staff HR plan for HQ for graded events)
	· Finance/HR to submit a consolidated HR plan (as per prescribed template) with staff and non-staff functions for approval within 10–30 days. Any revision to the HR plan to be approved by EXD as and when required.
	· 

	
	Define Security and medical requirements and administrative arrangements


	IM/WR/AO/ WCO HR Lead SHW
SEC
AO/OO/BOA
	· Designate SEC, SHW/ MEDEVAC, psycho-social support focal points
· Designate PRSEAH focal point
· Designate a focal point for visas, transportation, accommodation, HR
· Security Risk is assessed and defined
· Define scope and location of SHW and SEC briefings
· Define scope and location of administrative/technical briefings
· Establish communication mechanisms 
	· 

	         Sourcing
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	Determine deployment priorities and confirm HR sourcing mechanisms
	HR Lead* at the three levels
	· Determine the priority needs and availability of deployments to be processed:
· WCO/WHO staff and non-staff repurposed
· GOARN Experts
· Standby Partners
· WHO External rosters
	· Deployment phases and sourcing mechanisms defined

	
	Identify candidates from various sourcing mechanisms

	HR Lead at the three levels
	· Collate the list with any identified internal and external candidates according to sourcing mechanisms:

· Review CV/PHF and validate if the candidate meets the minimum criteria against the recommended function
· Validate availability
· Confirm that there is no flag in clear check
	· 

	
	Recommend candidates
	HR Lead at the three levels
	· Assigned HR focal point compiles candidate lists and clears the candidates for deployment with the IM (for acute) WR (for protracted) in line with the DoA.
	· 



*HR Lead for international deployment may be the RO or WHE HQ Focal Point. HR Lead for national deployment is the WCO HR Focal Point.



	Phase
	Steps
	Responsible
	Details
	End Results

	Selection & Deployment
	Approve Candidates 
(Surge Capacity)
	Acute:
IM up to 3 months 
WR up to 6 months

For HQ IMST:
EXD to approve all staff/non-staff positions

Protracted: WR

Above 6 months:
RD (Grade 1 and 2) or
EXD (Grade 3)
	· Establish IMST and pillar leads to manage the response
· Prior to the IM being in function, another staff will be designated ad interim as designated by Senior Staff
	· Surge capacity identified
· Contract issued
· Visa issued
· Travel documents issued
· Surge support ready for deployment

	
	Inform Candidates (Surge Capacity) of decision to deploy
	HQ HR Focal Point

	· Alert candidates of potential deployment
· Send standard message informing deployee of deployment details (if deployment dates differ from pre-approved dates, agreement will be sought from deployee and supervisor (for internal staff))
· Send regret message to candidates who are not deployed at that point
	· 

	
	Prepare surge capacity for deployment and process recruitment (where applicable) and deployment formalities
	HQ HR Focal Point

	Initiate:
· Duty travel for internal staff
· Visa, UNLP and for consultants UN Certificates to facilitate entry
· Recruitment/contracting of external candidates using temporary appointments under SR420.4/consultant contracts
· HQ to deploy GOARN Experts
· HQ to deploy Standby Partner Personnel
· Ensure compliance to all pre-departure mandatory formalities
· Notify event site of deployees’ arrival

	· 

	Arrival at Event Site & Support during Deployment
	Prepare event site for arrival of Surge Capacity
	AO/OO/WCO HR Focal Point
	· Confirm mechanism for exchanging information and reception of deployees
· Ensure event site has adequate facilities for transportation and accommodation for emergency support 
· Provide visa support (AO/OO/WCO HR Focal Point)
· Note Verbale for deployments from HQ and coordination with MOFA 
	· Surge capacity arrived and are briefed at the event site

	
	Receive Surge Capacity at event site
	WCO AO/OO
	· Organize airport pick up and in-country flights and hotel accommodation
	· 

	
	Brief and support Surge Capacity at event site
	AO/OO/WCO HR Focal Point 
SEC/HSW Focal Points
First level supervisor/manager
	· Organize administrative and technical briefings
· Discuss HR-related benefits and entitlements 
· Ensure deployees meet with line supervisors to discuss and agree on the TORs/deliverables
· Ensure deployees receive information/support (including distribution of IT/electronic equipment) necessary to integrate into the emergency operations
· Ensure deployees are included in Security plan
	· 






	Phase
	Steps
	Responsible
	Details
	End Results

	Monitoring HR Requirements
	Extension of Deployment

	Monitor HR requirements and recommend extensions
	IM/WR/HR Lead
	· Monitor HR requirements, including potential extensions/ separations
· Discuss extension decision with deployee and if in agreement informs HRO/HR Focal point of extension decisions for relevant action
	· Performance evaluation completed
· End of Mission technical report submitted
· Handover notes submitted
· Deployment extended/finished
· Roster updated
· New HR requirements identified


	
	
	Process extensions
	HQ HR Focal Point/WCO/SBP or GOARN Technical Officers
	· Initiate extension based on IM, WCO, RED request
· Request for extensions based on DoA, memos requesting waivers for extension without selection
· WCO manages extension of Visa if required
· If extension involves a SBP Personnel or GOARN Expert, inform SBP partner or GOARN Secretariat and request confirmation to extend
· Request for End of Mission report and Handover notes as applicable
	· 

	
	End of Deployment
	Monitor HR requirements and initiate end of deployment formalities
	IM/WR/HR Lead
	· Monitor HR requirements and discuss decision not to extend with line managers and deployees
· Inform HR focal point of decision in order to initiate end of deployment actions
	· 

	
	
	Performance Evaluation, End of Mission technical report
and handover notes
	1st level supervisor/Manager
	· Staff on duty travel: Note prepared to be included in ePMDS (prepared by 1st level supervisor) and handover notes and end of mission report (prepared by staff member)
· Consultants: Performance Evaluation Form (PER) (prepared by manager) and end of mission report and handover notes, if applicable
· Staff: PMDS notes
· GOARN Experts: End of mission report, PER and handover notes, if applicable
· SBP Personnel: End of mission report, PER and handover notes 
	· 

	
	
	Separation formalities
	HR Team
	· Ensure PER is made accessible to WHO managers for future deployments
	· 
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