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BACKGROUND AND INTRODUCTION

With a view to strengthening OCHA’s overall response capacity to sudden-onset emergencies, Senior Management Team has decided to re-establish an internal Emergency Response Roster (ERR) in 2007. Whereas the Policy Instruction on Emergency Response Roster sets out the internal agreement, main parameters and the overall framework for implementing the new ERR; the present Emergency Response Roster Procedures outline the practicalities of this new emergency response mechanism.
The main purpose of the ERR is to provide timely support to OCHA field structures and/or UN country teams in sudden and unforeseen emergency situations through rapid deployment of roster members for a period of limited duration. The ERR mechanism aims at filling the gap in personnel coverage between the most initial period of a crisis (with a potential hand over by the UNDAC team, where applicable) until longer term recruitments replace roster members. The roster will thus be typically used between week 1/2 - month 3/4.
The ERR will maintain on stand-by up to 14 OCHA staff with, predominantly, a solid generalist Humanitarian Affairs Officer (HAO) profile and Administrative/Finance personnel, at different levels, over a four-month-period, during which time they will be expected to be deployable for a maximum of 3 months, at very short notice, to any location in the world where OCHA is required to field staff for emergency coordination purposes.

The ERR will consist of a pool of versatile and dedicated OCHA coordination personnel which, in practice, may be complemented -as appropriate- by technical and specialized personnel, as listed below: 
· Information Management Officers; 

· Public Information Officers;

· protection specialists including IDP advisors; 
· environmental experts;

· UN Civil-Military Coordination Officers; 

· ICT Support Officers;

· gender specialists.
In emergency situations, relevant OCHA branches and/or sections will be responsible for deploying aforementioned specialized personnel (whether OCHA staff or external staff) according to identified needs and in close collaboration and coordination with SCS. Lists of pre-identified specialized staff to be deployed will be communicated by all relevant OCHA branches and/or Sections to SCS Roster Manager. In emergency situations, communications will be ongoing between the SCS Roster Manager and Branches/Sections deploying technical personnel in order to ensure complementary, coherence and consistency.
In addition to OCHA staff, national “gratis” experts remain available through the Stand-by Partnerships Programme (also managed by SCS).
	1. ROSTER APPLICATION/MEMBERSHIP


1.1 Profiles and roster compilation
The roster will be comprised of versatile Humanitarian Affairs Officers and Administrative/Finance Officers at various levels who can perform multiple tasks in an above-average manner in four or more of the following key domains: 
· coordination mechanisms and meeting techniques;

· utilization of OCHA and inter-agency tools and (common) services;
· needs assessment and analysis, monitoring and evaluation;

· drafting, report writing;

· Consolidated Appeals Process, compilation of Flash Appeals;

· response planning in changing/complex environments;
· policy guidance and best practices in emergencies (protection and IDPs, negotiating access, non state actors, etc.);
· international legal frameworks (International Humanitarian Law, Human Rights Law);
· good knowledge of humanitarian reform agenda and its main tenets (including clusters) and ability to apply to OCHA field work in practice;

· UN administrative rules and regulations, as well as security and MOSS-compliance;
· UN financial rules and regulations, UN budgeting/accounting/procurement policies, principles and procedures;

· personnel policies, rules and procedures;

· team management;

· office establishment, management, or closure;

· government liaison and partnerships;

· external and donor relations;

· ICT and/or other relevant computer skills;
· database management, GIS.
The indicative composition of the roster will be as follows:

	Indicative General Profiles

	Indicative functions
	Indicative Levels


	Indicative Number of Members on the Roster

	SHAO
	Team Leadership

Overall coordination and management

Operational Management
	P/L - 5
	1

	HAO 
	Coordination/Planning/Policy/Liaison
	P/L – 4
	2

	Administrative/Finance Officer
	UN Administrative/Finance/Human Resources Rules and Regulations
	P/L – 3/4


	2

	HAO

	Field coordination
Resource mobilization/External Relations
Operational support
	P/L – 3

	5

	Associate HAO

	Special Assistant
Reporting/Liaison
Operational support
	P/L – 2

	4


The exact level-skills-profile mix will be determined according to the identification of evolving potential needs and the applications received. The composition of the roster will be subject to change at each roster rotation. 

1.2 Selection criteria
The eligibility requirements for application to the roster are as follows:
· contract covering the roster period;
· requirement of years of work experience will vary from two years of relevant experience for junior positions to ten to fifteen years or beyond for senior positions. At junior level, candidates with predominant HQs experience will also be considered, whether for senior positions substantial field experience is a must. Emergency response experience (with the UN or others) both in HQs and/or in the field is a very strong asset.
· at least one UN language and preferably two. Other relevant language skills will be an asset;
· valid medical clearance;
· advanced security certificate; 
· application form (Application form - annex 1) duly-completed and signed by 2 supervisors (the immediate supervisor and the Chief of Branch/Office/Division), guaranteeing release.
1.3 Selection process

Invitations to join the roster will be sent out three times a year. OCHA staff volunteering to join the roster will commit themselves to be available during a four month period for any deployment to an emergency situation within five working days of notification. The duration of the deployment shall not exceed 3 months. It is expected that the minimum duration of assignments will be 2/4 weeks.
As a general rule, the duration of roster members deployments should be kept as short as possible in order to minimize strain on both roster members and releasing Sections/Branches/Offices. This means that the maximum deployment duration of three months should be an exception rather than a rule.

Application forms have to be endorsed by the direct supervisor, co-signed by the Chief of Branch/Office/Division indicating their pre-authorization and commitment to release staff member.

Candidates will confirm that they are not subject to break in service during the roster period. Should candidates plan to go on leave during the roster period, they must ensure that they remain reachable and easily deployable, if requested to do so. Candidates will be responsible for making their own arrangements (cancellation insurance) and the organization will not be in a position to reimburse any costs related to cancellation fees (hotel reservation for example).
A pre-screening of eligible candidates will be carried out and a matrix with candidates will be prepared by the SCS Roster Manager. The selection of roster members will be presented to OCHA Directors and staff representatives for strategic feedback and endorsement, through an electronic process, where feasible.
When compiling the roster, the SCS Roster Manager will look at the following elements: skills and experience, geographic location/distribution, representation from HQs, Regional and Field Offices ratio, gender and geographical diversity. Priority will not be given to candidates currently assigned to acute emergencies and hardship duty stations (the ORB system being not compatible with availability on the roster).
Once roster members are selected, they are on call and should be prepared to deploy at any given time during the roster period. Roster members, together with their direct supervisors, are responsible for making the appropriate back up arrangements to avoid disruption of work and to ensure adequate hand over in case of rapid deployments. 
	2. DEPLOYMENT PROCEDURES


In general, deployments will take place according to the step by step deployment flow chart (Step by step deployment flow chart - annex 2).
2.1 Potential deployment Scenarios
Roster members could be required to deploy to the following situations:
· sudden onset emergencies (natural disasters and complex emergencies);
· deployment to enhance coordination mechanisms in existing field operations when new developments abruptly create additional staffing needs that could not have been foreseen;
· establishment of an office following an emerging crisis;
· follow-up to UNDAC missions if required;
· specific human resources gap situations such as: exceptional emergency replacement of essential HQ staff, sudden and severe depletion of human resources due to force majeure.

· specific emergency situations where reinforcement of HCs/RCs may be required.
The size of teams will vary considerably, based on the magnitude and nature of the emergency to be addressed. Roster members could be deployed individually or in very small teams. In a major crisis, an entire team comprising various skills and levels available in the roster may be activated.
2.2 Activation

The roster will be activated by the Chief ESB/Deputy Director OCHA Geneva following a request from the field endorsed by CRD. The roster may also be activated at the initiative of Headquarters (USG/ERC and/or Director OCHA Geneva) to reinforce the capacity of HC/RC offices.
Once a decision is taken to request ERR support, the SCS Roster Manager will liaise with the relevant CRD Desk Officer. The CRD Desk Officer will serve as the focal point for SCS Roster Manager. In an emergency situation, the Desk Officer will be responsible for consolidating all staff needs in order to keep only one communication line with the SCS Roster Manager. 
CRD will provide the SCS Roster Manager with the official activation request (Official Request form - annex 3) duly completed and signed.
2.3 Composition of the team/duration of the assignment
In order to process the official request, the SCS Roster Manager will need the following information from the CRD focal point (in collaboration with the Regional and/or Field offices, when feasible):
· latest updates on the situation;
· ToRs for each position to be filled and/or ToRs of the team;
· a proposed date/time for deployment of ERR personnel;
· timeframe of assignment.
It is anticipated that the deployment will not exceed the roster period. Should an emergency overlap roster periods, efforts will be made to replace roster members first deployed by roster members selected for the next term.
Should an emergency occur at the end of a roster period (less than two weeks before the end of the roster period), the new set of roster members will be considered for deployment.
Once finalized, the list of staff selected for deployment through the roster will be submitted to Chief ESB/Deputy Director OCHA Geneva, for final approval.

2.4 Mobilization

Deployment is triggered through transmission of a series of messages (ERR 1.2.3. Messages - annex 4) sent to the roster personnel and copied to their supervisors. Messages (email and fax) are as follows:
· ERR 1: Advisory/Warning Message (notifying that personnel may be required to travel at very short notice)

· ERR 2: Dispatch Message (measures have to be taken to travel to nearest airport in order to travel to country or location of deployment)

· ERR 3: Stand Down Message (return to standby mode  as the requirement for the deployment has ceased to exist)

Roster members should be easily reachable while on the active roster. In the event of leave/mission roster members should provide the SCS Roster Manager with alternative contact details.
Should an emergency situation arise, communication between roster members and the SCS Roster Manager will be ongoing. The SCS Roster Manager will keep roster members informed on a regular basis of relevant developments.
	3. PREPARATIONS FOR DEPARTURE


3.1 List of personal readiness
Roster members should ensure personal preparedness for the deployment: 
· valid passport and UN LP/UN Certificate;
· up-to-date vaccination certificate; 
· medical visit and prepared medical kit prior to departure with the UN medical service or the designated doctors recognized by the UN (in country where there is no UN medical service);
· passport photographs; 
· basic personal survival kit.
The SCS Roster Manager will keep a record of personal data and contact information. (Personal data list to update – annex 5)

3.2 Pre-briefings
All efforts will be made to provide, when possible, roster members with a briefing package composed of:
· background information on the situation and maps; 
· USB Key/CDRoms with templates;
· contact lists. 
3.3 Equipment(
The SCS Roster Manager will endeavor to equip roster members, through ICTS and/or others sections, with the following equipment, where relevant:

· laptop;
· satellite phone;
· VHF;

· GPS;

· software;
· digital camera.
When possible, roster members will go on mission with their own equipment (laptop and mobile phone). Both ICT Personal Kits and Office Kits can be provided, if available, to roster members to operate independently on site. Kits will be available at HQs as well as pre-positioned in the field. Forms for equipment hand over will be provided in case of rotation of roster members.  Periodically, ICTS will provide training in the use of the Kits.
3.4 Administrative procedures
All costs related to emergency deployment will be charged to the Emergency Response Account, which will be managed by AO Geneva. 
Deployment from Geneva: Administrative Office in Geneva will authorize travel and DSA and issuance of travel ticket and DSA will be organized through Carlson Wagonlit. 
Deployment from NY and the field: Administrative offices (in duty stations where roster members are based) are responsible for issuing travel ticket and DSA. Based on an estimation of travel ticket and DSA provided by the administrative offices, AO Geneva will send a financial authorization / cable to proceed locally with the issuance of air ticket and DSA for roster members to be deployed. In the event of delay with regard to payment of DSA prior to departure, roster members will have to collect (full or part of) DSA in country of deployment. 
The SCS Roster Manager will remain in close contact with the Focal Point in AO Geneva regarding all administrative issues to be addressed before and during deployment.
3.5 Security clearance

Roster members are responsible for initiating their request for security clearance prior to departure through the designated website. Roster members shall provide a copy of their security clearance to the SCS Roster Manager before being deployed to the field.
In countries where security phases have been declared, security briefings with the DSS in country will automatically be arranged in advance by the SCS Roster Manager or the CRD Desk Officer.

MOSS compliant items will be provided to roster members according to DSS rules and regulations.
	4. ON MISSION


In situ, roster members may be faced with a variety of local coordination arrangements including:

· support to an RC/HC/DSRSG Office and UNCT with no previous or future (longer-term) OCHA presence;
· reinforce a pre-existing OCHA presence,

· establish a new OCHA presence.

In large scale disasters, it is likely that roster members will work in close collaboration with other OCHA specialized personnel deployed to conduct specific tasks. Roster members will also often find themselves being deployed alongside colleagues deployed through other modalities such as surge capacity resources of OCHA Regional Offices and the Standby Partner Programme. As a result, they will often times effectively jointly form the OCHA office or presence in situ.
Whenever roster members take over from UNDAC Team missions, all efforts will be made to coordinate at all levels to ensure a smooth hand over.
Roster members will be requested to perform the tasks (indicated in the ToRs prepared for specific assignments) in accordance with the regular reporting line (in general the more senior OCHA staff in country reports to the HC/RC and staff under him/her report to more senior OCHA staff in situ (e.i. Team Leader, Head of field office, P/L 3 or 4).  

The CRD Desk officer will remain the substantive focal point for roster members for the duration of the assignment.

The CRD Desk Officer should notify SCS of any changes, tentative or not, in travel itinerary/dates for return to home station, change in assignment (ToRs).

If needed, SCS will follow up on administrative and logistical support of roster members during their assignment in collaboration and with the help of the designated sections within OCHA.
The SCS Roster Manager will remain in close contact with the CRD Desk Officer to promote that longer term recruitment is initiated, as soon as possible, through regular procedures involving Administrative Office (AO Roster of external candidates and/or vacancy announcements on Reliefweb) in order to replace roster members, after the maximum three-month assignment has come to an end.
	5. UPON RETURN


5.1 Debriefing

The ERR member will submit a debrief/mission report within two weeks of completion of the assignment (Template of Mission Report – Annex 6).
Upon return, roster members may also be expected to carry out debriefing presentations at IASC meetings or internal OCHA meetings.
5.2 Return of equipment
After deployment has come to an end, roster members will be responsible for returning the equipment where appropriate. The SCS Roster Manager will coordinate with ICTS to ensure that equipment is duly returned. 
5.3 Appraisal of temporary supervisor
Temporary supervisors during emergency deployment of roster members will be required to provide an evaluation which will be mentioned in the annual appraisal (Report for Short-term staff – annex 6 will be provided at a later stage).
A reference to the report for short term staff will be made in the E-PAS evaluation by the first or second reporting officers.
ANNEX 1:

APPLICATION FORM TO JOIN THE OCHA EMERGENCY RESPONSE ROSTER

Candidate Information

	Family Name:

	
	Duty Station:
	

	First Name:

	
	Branch/Section:
	

	Date of birth:

	
	Title:
	

	Nationality:

	
	Grade:
	

	Contact Details


	Contract Information

	Email:


	
	Type of contract(:


	

	Private email:


	
	End date of the current contract:


	

	Office number:


	
	Break in service dates (if applicable):


	

	Mobile number:


	
	Date of last medical clearance:
	

	Other telephone number (private):


	
	Basic security in the field training:
	Yes   FORMCHECKBOX 
          No   FORMCHECKBOX 
  

	Facsimile:


	
	Advanced security in the field training:


	Yes   FORMCHECKBOX 
          No   FORMCHECKBOX 
  


	Briefly describe your educational (including relevant trainings) and professional background and added value that you can bring to the roster and to a possible surge/emergency deployment (maximum 300 words)



Candidate Commitment

I hereby confirm that I shall be available, during a four-month-period, from 1st December 2007 to 31 March 2008, at the request of the SCS Roster Manager for any deployment at short notice to any location in the world for a maximum period of 3 months.

I also commit myself to inform SCS Roster Manager in case of a change in my contact details.

	Name:
	Signature:

	
	


Authorization of immediate supervisor and Chief of Branch/Division/office
I hereby authorize_______________________ to be included in the Emergency Response Roster during the period from 1st December 2007 to 31 March 2008.

I shall release her/him within 5 working days for up to 3 months assignment.

	Name of supervisor 1:
	Signature:

	
	

	Name of supervisor 2:
	Signature:

	
	


Duly completed and signed application form to be returned to SCS with updated UN Personnel History Form by 9 November 2007. SCS will acknowledge receipt of your application.

ANNEX 2:

STEP BY STEP DEPLOYMENT FLOW CHART
	ACTIONS
	RESPONSABILITY
	INDICATIVE TIMEFRAME 

	Occurrence of an emergency leading to surge capacity needs.
	Field / Desk Officer / HC/RC
	Any time

	Identification/clarification of needs.
	Desk Officer with the support of the field
	Between day 1 to day 3

	Official request form (annex 3) prepared with number of staff, levels, ToRs, timeframe and signed by CRD.
	CRD Section / Desk Focal Point / Director CRD or OIC
	Between day 3 to day 5

	Official request signed/final approval by Chief ESB or OIC
	Director CRD or OIC and Chief ESB or OIC
	Day 5 to day 7

	ERR is activated, identification of suitable roster members.
	SCS Roster Manager
	Day 5 to day 7

	List/names of roster members proposed to Chief ESB for approval and submission to Desk officer.
	SCS Roster Manager / Chief ESB or OIC
	Day 6 to day 7

	Mobilization of roster members through series of ERR messages.
	SCS Roster Manager
	Day 5 to day 7

	In collaboration with Administrative Offices in HQs and/or the field, arrangements are made for urgent deployment of roster members (travel and DSA).
	SCS Roster Manager / AO focal points
	Day 7 to day 10

	Pre-briefings are organized when possible.
	SCS Roster Manager /Desk Officer
	Day 7 to day 9

	Equipment is provided to roster members.
	SCS Roster Manager / ICTS
	Day 6 to day 9

	Security briefings are arranged on site with DSS.
	SCS Roster Manager / Desk Officer
	Day 6 to day 9

	Security clearances are checked.
	SCS Roster Manager
	Before all deployments

	Roster members are deployed to the field.
	SCS Roster Manager
	Day 10


ANNEX 3:

OFFICIAL REQUEST FOR DEPLOYMENT UNDER 

THE OCHA EMERGENCY RESPONSE ROSTER
REFERENCE NUMBER (for further correspondence):
From:

To:

Date:

	CRD Section/Desk Focal Point:
(Name and signature)

	

	Country/Duty station of assignment:

	

	Assistance required:

(# of persons required - Levels - ToRs - Mission ToRs to be attached to this request if necessary)

	

	Proposed starting date:

	

	Timeframe of assignment:

(Shall not exceed 3 months)

	

	Signed by  Director CRD (or OIC):


	

	Signed by Chief ESB/Deputy Director OCHA Geneva (or OIC):


	


ANNEX 4:

ERR 1: Advisory Warning Message

URGENT

Background and current situation: 

Further information available from: 

	Action for ERR Members:



	This message is to advise you of developments in (country) and the possibility that you may be deployed. At this time no arrangements have been made for you to travel. However, you should ensure that you:

· advise your Supervisor and Administrative Office that you may be required to travel at very short notice; 

· follow development of current crisis to which you could be deployed through your own means; 
· make the necessary arrangements to ensure proper hand over of your portfolio to your back up.
Confirm receipt of this message to SCS Roster Manager and indicate preferred means for contact (email or fax).



	FOCAL POINT: SCS Roster Manager, full coordinates


ERR 2: Dispatch Message

URGENT

Update on current situation: 

Further information available from: 

	1. Further to final approval by Chief ESB/Deputy Director OCHA Geneva, the SCS Roster Manager has taken the decision to dispatch you to the site of the emergency.

2. You will need to make arrangements to travel to (name of nearest commercial airport), aiming to arrive (specify date/time). Your ticket should be a fully flexible open return. The budget account number to charge is.  A financial authorisation cable (if required) will follow shortly. 

3. You will need to inform us of your travel arrangements once they have been made. Please e-mail us a printed itinerary when available. 

4. You will need to get security clearance following ISECT procedure (http://dss.un.org or https://dss.un.org on an intranet). Please provide a copy of your security clearance before being deployed to the field.
5. Terms of Reference for the post you will be expected to fill during the Mission are also attached. These should be considered indicative and will be modified as required during the course of your mission. 


	Action for ERR Members: 



	· Confirm receipt of this message to SCS Roster Manager and indicate preferred means for contact (email or fax).
· Send your travel itinerary to SCS Roster Manager as soon as possible with ETD from your location and ETA at destination.

· Copy of your security clearance.




	FOCAL POINT: SCS Roster Manager, full coordinates


ERR 3: Stand Down Message

	Following the information message sent to you concerning the situation described below, please be advised that you will not be required to deploy at this time. 

Latest information on situation leading to stand down:




	Action for ERR Members:



	· Confirm receipt of this message to SCS Roster Manager and indicate preferred means for contact (email or fax).



	FOCAL POINT: SCS Roster Manager, full coordinates


ANNEX 5:

PERSONAL DATA – ROSTER MEMBERS
	Name
	Contact details


	Profile and level
	UNDAC members

Y/N
	Duty station and time difference with GVA
	National passport number
	National passport -
date of expiry
	UN Laissez Passez Number
	UN Laissez Passez 

 - 

date of expiry
	Any OCHA equipment at your disposal that you will be able to bring in emergency deployments
	Vaccination certificate information 

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	


ANNEX 6:

TEMPLATE OF MISSION REPORT
(one page maximum)
	Name of Roster Member:


	Type of emergency:
	Country/location:
	Duration (mission dates):

	1. Comments and recommendations on technical and procedural aspects of pre-deployment and deployment


	2. List performed tasks and achievements. Did your tasks and responsibilities correspond with the initial ToRs given before the deployment?


	3. List key humanitarian issues of a substantive/contextual nature of concern to OCHA


	4. List (bullet points) recommendations on OCHA role in country of assignment



� Deployment of staff (including National Officers (NOs) and General Service (GS) staff) will not imply any changes in contractual status.


� Qualified National Officers (NOA/B/C) will be considered for this profile


� Qualified National Officers (NOA/B/C) and General Service staff (GS 4-7) will be considered for this profile


( LSU/ESB/OCHA Geneva is currently working on developing an equipment reserve (including vehicles, safety and security items, visibility materials, etc.) which is expected to play a key role in equipping roster members deployed in the field.


( in case you do not have this information leave the box blank, SCS will cross-check with Administrative Office 
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