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    Addressing grievances (staff)

    
      30 January 2025

      
        Key points

        
          	
      Try to informally and locally resolve conflicts first through immediate supervisor or local management, peer advisors, or staff association.

          	
      Contact the Office of the Ombudsman and Mediator if you need confidential, independent and impartial support to informally resolve conflicts.

          	
      Report suspected instances of misconduct.

          	
      Contact the Ethics Office if you face retaliation i) after reporting misconduct in good faith, ii) after cooperating with authorized IGO investigations or audits, evaluations, or iii) if you have contacted, cooperated with or participated in the activities of the Office of the Ombudsperson and Mediator.

          	
      To protect principles of due process, only the IGO will investigate complaints of misconduct.

          	
      Avenues available for addressing grievances and concerns by staff.


o	The SpeakUp Helpline is a tool available 24/7 to report your concerns and workplace health and safety related grievances in total confidence through an external service provider.







        

      

      
        Overview

        
          UNHCR colleagues are encouraged to informally resolve workplace issues and grievances early and effectively at the local level, with the support of managers and colleagues who have dedicated roles and responsibilities.

          Colleagues can reach out to an organizational service or independent entity for support. The role of the different services and entities available are explained on a dedicated Intranet webpage: Where to go for help? The page provides contact information for the Office of the Ombudsman and Mediator, the Staff Health and Wellbeing Service, the Ethics Office, the Inspector General's Office, the Legal Affairs Service, Victim Support Team, and Peer Advisors among others.

          UNHCR has a victim-centered approach to sexual misconduct. Specific further guidance on incidents of sexual harassment in emergency settings is available in a dedicated entry Sexual harassment | UNHCR.

          If any further guidance on where to go for help is needed or, if colleagues are unsure about who can help, they can contact the Support Desk for Workplace Concerns (“Support Desk”). The Support Desk is a referral mechanism that ensures that concerns are channeled to the right place and ensures that concerns are addressed in confidence, with care and with due follow-up. ​ It is coordinated by the Ethics Office, with members from the Office of the Ombudsman and Mediator, the Staff Health and Wellbeing Service, the Ethics Office, the Legal Affairs Office, the Division of Human Resources, the Victim Care Team, as well as the Inspector General's Office as observer.

        

      

      
        Relevance for emergency operations

        
          When confronted with workplace-related grievances during an emergency situation, there is often not much time to search for information on the Intranet. Ideally, one should report to local management to seek guidance or redress. The “Where to go for help” Intranet page is developed and designed to help personnel to identify the integrity entity best placed to find solutions to workplace problems.

        

      

      
        Main guidance

        
          The Staff Health and Wellbeing Service (SHWS) provides guidance on occupational health and safety, and psychological support, to individual staff during formal grievance processes, except for victims in cases of sexual misconduct which is the responsibility of the Victim Care Team and to teams that are not functioning well. Range of staff support can be found on the Staff Health & Wellbeing Services intranet page.

          The Office of the Ombudsman and Mediator is the designated neutral resource to provide confidential, impartial and independent services to informally address workplace-related concerns.  This includes voluntary consultation, guidance and assistance in developing options, conflict coaching, capacity building, facilitated discussions, and mediation.

          The Division for Human Resources (DHR) offers informal advice on human resources matters, including entitlements, contracts, administrative reviews (Personnel Administration Section - PAS); performance appraisal issues (Talent Development and Performance Section - TDPS); medical concerns (Medical Section - MS); psychosocial wellbeing (Psychosocial Wellbeing Section),  human resources policy (Policy Section - PS), regular and temporary assignments (Vacancy Management Unit, Eligibility and Interview Unit and Emergency and Temporary Staffing Unit within ATMS/Assignment and Talent Mobilization Service). Formally, DHR manages resources and appeals with respect to postings and contracts (APPB/APPC Secretariats).

          The Inspector General's Office (IGO) investigates suspected misconduct involving UNHCR personnel, partners, and other parties with whom UNHCR has a contractual arrangement, subject to the conditions in those agreements. UNHCR staff members and affiliated personnel have a duty to report instances of suspected misconduct the allegation, noting that reporting can be done anonymously. Once it has been determined through an investigation that a staff member has engaged in misconduct, the IGO transmits an investigation report to DHR to decide on appropriate disciplinary or administrative action.

          The Ethics Office shares knowledge on how to adhere to the values and principles outlined in the UNHCR code of conduct, empowering personnel to make ethical decisions that do not jeopardize themselves, UNHCR or the people with and for whom we work.  It also administers the Protection against Retaliation policy, and the Annual Financial Disclosure Programme.

          The Staff Council gives advice and makes referrals for informal resolution of grievances and advises on staff representation and staff-management relations. Most country operations should have their own Staff Council, but all may contact and call upon the Global Staff Council at Headquarters.

          The Legal Affairs Service (LAS) offers legal advice to staff on privileges and immunities, on their status as international civil servants, and on human resource matters.

          The Victim Care Team provides psychosocial support, advice, and guidance to victims of sexual misconduct. They also provide guidance to managers on a Victim Centered Approach.

          NotOnlyMe is a safe space for UNHCR personnel who have been sexually harassed by another UNHCR colleague. This online platform allows them to document what happened to them in their own words and choose to anonymously find out if the person who sexually harassed them harassed others.

          The Peer Advisors Network (PAN) is a global network of UNHCR personnel who volunteer their time to support colleagues in need. The network is supported jointly by the Psychosocial Wellbeing Section, Ethics Office and the Office of the Ombudsman and Mediator (OOM). All Peer Advisors are trained to give low intensity psychosocial support, participate in the response to critical incidents, provide guidance on how to have difficult conversations in the context of interpersonal conflicts at the workplace, and promote ethical values and ethical decision-making in UNHCR. They are also trained to receive disclosures and to refer colleagues in cases of sexual harassment. All colleagues, irrespective of the type of contract, can reach out to the Peer Advisors for guidance on personal or workplace concerns. The conversations with the Peer Advisors are informal and confidential. Speaking with a Peer Advisor is a form of seeking guidance and support. It is not a form of reporting and it does not constitute a protected activity under UNHCR’s Policy on Protection against Retaliation.

          The SpeakUp! Helpline provides a form for UNHCR personnel to report concerns about misconduct, including sexual harassment. Provided by an independent external entity, the service is available 365 days a year, 24 hours a day, to all who work for UNHCR, regardless of grade, category or contract type. More information is available at: SpeakUp Helpline.

          
            
                
        

            

            
              
            

          

          
            	Make sure that all staff and all those who work with UNHCR are aware of the complaint mechanisms that are available to them.

            	Ensure that all staff are aware of the conflict resolution mechanisms and psycho-social support, that are available to them.

            	Make the link to the “Where to go for help?” Intranet page available to all UNHCR personnel.

            	Encourage staff to resolve grievances through local management in the first instance, while confirming their right to make use of mechanisms at Headquarters.

            	Contact the Ethics Office if you believe that you have been retaliated against for reporting misconduct, cooperating with authorized IGO investigations, audits or evaluations; or having contacted, cooperated or participated in the activities of the Office of the Ombudsperson and Mediator.

            	Report suspected instances of misconduct to the IGO. Do not conduct investigations yourself, because any breach of due process might affect the outcome of subsequent judicial proceedings.

          

        

      

      
        Policies, Guidelines and Useful Links

        
          
            
              
                
          
      

              

              
                
          
      

              

              
                
          
      

              

              
                
                  
                    
                      
                        
                          UNHCR/HCP/2024/02 Policy on Addressing Sexual Misconduct
                          
                            

                          

                        

                      

                    

                  

                

              

              
                
          
      

              

            

          

        

      

      
        Links

        
          Where to go for help?
          Office of the Ombudsman and Mediator
          Ethics Office
          Inspector General’s Office
          Legal Affairs Service
          Staff Health and Wellbeing Service
          Victim Care Team
          Peer Advisors Network
          UNHCR intranet - Report misconduct now
          UNHCR intranet - How should safety incident reporting be done?
        

      

      
        Main contacts

        
          Visit the “Where to go for help?” page on the UNHCR intranet.

        

      

    

  
    Coping with stress

    
      25 January 2024

      
        Key points

        
          	
      Remember the purpose and impact of your work. This helps you to remain constructive when you face problems

          	
      Engage in something other than work every day. This helps you to stay mentally fit

          	
      Call or WhatsApp home regularly. This helps to maintain meaningful relationships

          	
      Create opportunities for extended sleep (at least 6 hours). Make every effort to eat good food. Practice relaxing exercises and/or physical activities. This helps you to remain balanced

        

      

      
        Overview

        
          Working in humanitarian emergencies is among the hardest of professions. Stressors are pervasive, and how we cope with stress often determines whether the personal outcome is positive or negative. Stress can push us to extraordinary achievements but can also have gradually debilitating effects on what we do and how we do it. Sometimes, we experience different states simultaneously.



We tend to engage in an emergency operation as if it is a sprint. Rather than pace ourselves, we run as hard and fast as possible. However, emergencies are hardly ever short sprints. To avoid the malign effects of cumulative stress, we need to learn how to pace ourselves and find time for activities other than work. The sections below on ‘good practice recommendations' and 'considerations for practical implementation' may help you to keep chronic fatigue at bay.



An emergency deployment requires the best of us. If we are incapacitated by fatigue or stress, we offer less than we can. To meet the needs of people we serve, we have a duty to enhance our personal resilience and manage stress as well as possible.

        

      

      
        Main guidance

        
          ‘Resilience' refers to a person's ability to adapt well to adversity. It is not a trait that individuals possess or lack; it involves behaviours, attitudes and feelings that we can learn.



Every stressed individual can reach a point of saturation; beyond it, habitual coping mechanisms do not work. For this reason, it is important to look after your physical and mental wellbeing to help prevent issues with your health, work and/or relationships.



See if you recognize yourself in some of the descriptions below. You may also use a self-assessment tool available on the UNHCR Wellbeing Platform.

          Cumulative stress is an accumulation of stress factors commonly experienced by people who work in chronically stressful situation and/or have experienced several stressful life events in short period of time:



- Cumulative stress impairs your capacity to process information. You become less able to manage more than two pieces of information at once or absorb new information and integrate it with knowledge you already possess. It impairs decision-making and your ability to learn from experience, two faculties of high importance in emergency operations.

- Cumulative stress reduces your ability to cooperate. Normally most of us have a good balance between our desire to make an impact in the world, and our desire to be liked by and associate with people around us. When we are stressed, power dominates the impulse to affiliate. We focus on getting ahead, careless of whether we are liked or not. Relationships become manipulative, a means to an end.

- Cumulative stress detaches you from people around you. A stress-induced hormonal misbalance initially causes moodiness, which eventually becomes emotional numbness. Anger becomes the only directly experienced emotion.

- In the long run, cumulative stress may make you sick, physically and mentally.

          
            Good practice recommendations
          

          People who have decided what they want to achieve and can see the purpose of their actions and experiences, are far less vulnerable to the malignant impacts of stress.

Answering the questions below may help you to recognize your motives, take time to think about your answers in a quiet environment and have the courage to be honest with yourself.

Note that answers may be complex and are frequently not coherent or consistent. What you write may seem contradictory. Such contradictions pose less of a problem when we are familiar with them.

          
            	Why do you work in UNHCR?

            	What did you realistically expect from this particular assignment?

            	What did you hope for?

            	How does your situation look today, in the light of your answers to these questions?

          

          

It is important to understand how you value yourself and what you do. This knowledge helps you to deal with others who try to assess you, and with any dissatisfaction you may feel because work is not being done properly. Once again, your answers may not be coherent; be honest and consider carefully what you say.

          
            	What are the personal costs, and the rewards, of your work?

            	How do you measure success in your work?

            	What can you control in your work?

            	What did you (or will you) achieve today?

          

          

Revisit these questions from time to time. When you are in trouble it may help to remind yourself of the ‘bigger picture'.



You may call a staff counsellor (see ‘Main contacts') to talk about your answers and your frustrations. Your conversation will be confidential and may deepen your understanding.

          
            Practical implementation
          

          1-Being as clear as possible with yourself about your motives, about the rewards you obtain from your job, and the price you pay, is the foundation of resilience.

2-The next step in building and sustaining personal resilience is to make every reasonable effort to eat &sleep well. Good health and fitness are prerequisites for coping effectively with stress. Workout resources: https://wellbeing.unhcr.org/practical-tips-and-advice, podcast : https://wellbeing.unhcr.org/articles/healthybodies

3- Do not drink too much alcohol to unwind or relax. There are better ways, some of which are proposed below. If you do feel like you have a dependency on alcohol and/or other substances, please reach out to your regional staff counsellor for support.

4- Take leave and holidays when you can and make sure that you schedule them.

          Something you might want to try: do a mindfulness breathing exercise every evening. This is an alternative to the stream of consciousness exercise, and also improves the quality of sleep. If practiced in the morning, it improves attention, emotional control and mental discipline in general.

          Instruction. Set a 15-minute alarm on your phone so that you do not have to watch the time. Sit in a chair with your back straight, your legs parallel to each other, and hands resting in your lap. Take slow deep breaths. Exhale for slightly longer than you inhale. Keep your mind focused on the flow of air and on the movement of your belly. When your thoughts attract your attention, concentrate on breathing … Breathe 100 times if need be; let the thoughts come and go. Do this exercise regularly every morning. Do not be discouraged if you cannot make two consecutive breaths without chasing your thoughts. Most people find this at the start. This is an exercise in willed focus of mind, very helpful in chaotic environments like those that exist in an emergency.

        

      

      
        Checklist for Good Practices

        
          
            Think regularly about things other than work: this injunction is common to all methods of building resilience.

          

          
            Avoid talking about work with your colleagues after work. Do not become your work.

          

          
            Keep in regular contact with home and friends. They will remind you that there is a world outside your duty station.

          

          
            Talk about what matters (emotions, meaning, life choices) with someone you trust.

          

          
            Write your thoughts in a stream of consciousness every evening. It has been shown that this technique improves the quality of sleep and reduces the impact of cumulative stress.

          

          
            If you have hobbies, practice them: do them every day if the environment permits.

          

          
            Read literature rather than watch TV. Television rarely engages your mind as much as literature.

          

        

      

      
        Learning and field practices

        
          
            
              
                To help manage psychosocial issues, UNHCR colleagues can access useful resources in the interactive UNHCR Wellbeing Platform. This platform is completely confidential; your personal information (such as responses to self-assessment tools) is not recorded. (
                https://wellbeing.unhcr.org/)
              

              On the wellbeing platform, you also have access to two digital mental health program developed for UNHCR staff and with the purpose to offer program on 1) developing resiliency and 2) how to address emerging symptom of work-related stress and vicarious trauma.

              
                https://wellbeing.unhcr.org/courses
              

            

            
              
                
                  
                    Introduction to the Wellbeing Platform
                  

                

              

            

          

        

      

      
        Links

        
          UN Mental Health Strategy
        

      

      
        Main contacts

        
          UNHCR Staff Counsellors are trained mental health professionals who provide confidential services to staff and dependents. You can talk to them about any issue be it family, work or personal.

          Contact of Staff Counsellors located at HQ and within the 7 regions My wellness team

          For emergencies, you can also reach the 24-hours psychosocial hotline: +41 22 739 73 88

        

      

    

  
    In case of sexual assault during employment

    
      03 May 2023

      
        Key points

        
          	
      For Victim-survivors


·	Your safety and security are your first priority


·	Disclosing to a trusted person in your office will help us to put the appropriate support in place for you


·	You may need medical care and a PEP kit, including emergency contraception 


·	Connect with the Victim Care Officer




          	
        For managers and colleagues


·	Be compassionate, non-judgmental and respectful 


·	Maintain confidentiality


·	Ensure access to medical care and PEP kit, including emergency contraception where needed


·	Follow the principles outlined in UNHCR’s Policy on a Victim Centred Approach


·	Connect with the Victim Care Officer 




        

      

      
        Overview

        
          A higher risk of violence, including sexual violence, exists in emergency responses. During emergency deployment, it is important everyone involved is familiar with and understands the principles of a victim centered approach in prevention and response to an incident of sexual assault of a colleague. Sexual assault comes under the UN definition of sexual harassment, for which there is a separate broader entry in this emergency handbook on others forms of sexual harassment. This entry relates specifically to UNHCR’s response to sexual assault.    

          A sexual assault is any sexual act that happens without consent. It is a serious incident that can have a profound impact on an individual. Victim-survivors should know they are not alone and that the organization is here to support them in a way that takes their needs into consideration and puts them at the center of our response.

          Managers and colleagues must be aware of how to respond appropriately and sensitively, in a manner consistent with UNHCR’s Victim Centred Approach policy, if a member of our personnel experiences sexual assault. The initial response i.e., the way in which managers and other colleagues handle an incident is critical to reducing the risk of Post Traumatic Stress Disorder (PTSD), secondary victimization or other harmful outcomes for a victim-survivor’s wellbeing.

          Although managers and colleagues play a critical role, they are not alone in organizing or managing the response. It is important to connect with the  Victim Care Officer as soon as possible for further guidance.

          The below advice provides practical guidance in the circumstances of sexual assault in emergency deployment. The advice is differentiated depending on whether you are a victim-survivor of a sexual assault or a manager/colleague supporting someone following a sexual assault.

        

      

      
        Main guidance

        
          

          The recommendations are separated into two categories:

          
            	For victims-survivors of sexual assault

            	For managers or a colleague of a member of personnel who has experienced sexual assault

          

          Please select the heading that best meets your need.

          A) I am a victim-survivor of sexual assault

          Emergency deployments can be challenging environments. We find ourselves outside of our comfort zone, familiar context and environment, away from family, friends and familiar colleagues. In such an environment like this, it isn’t easy to know where to turn for support when you find yourself in a crisis or a difficult situation.

          If you experience sexual assault:

          1. Get yourself to a place of safety. 

          Your physical wellbeing is paramount. For support to ensure your physical safety and security you can contact your local Field Security Advisor, who will observe confidentiality, or use the Electronic Travel Advisory (ETA) App on your phone. Managers, colleagues and friends can also support you. You should contact the person you are comfortable with.  

          2. Disclose your experience

          You may find it difficult to share your experience with anyone else. It is your experience to choose to disclose or not to disclose. However, sharing what happened to you with a trusted person within UNHCR will allow us to respond in an appropriate way to support you and to aid your recovery.

          3. Medical Care

          You may need medical treatment. The Security colleagues or your manager will be able to locate the Post-Exposure Prophylaxis (PEP) kit in your office which you can take with you to the Medical clinic in case they do not have one available. Ask the doctor to collect forensic evidence as you may need this later.

          Post Exposure Preventive (PEP) Treatment is an emergency medical response for individuals exposed to the HIV virus. PEP Treatment consists of medication, laboratory tests and counselling as well as emergency contraception. PEP Treatment must be initiated within hours of possible HIV exposure and must continue for a period of approximately four weeks. For information about the efficacy of the treatment and associated risks please contact UNHCR’s Medical Service.

          4. Contact the Victim Care Officer

          The Victim Care Officer provides psychosocial support, guidance and will coordinate with colleagues in order to ensure that the varied support you need - from physical safety concerns, to psychological wellbeing, to protection from retaliation to justice and resolution as well as your return to work are adequately met. 

          UNHCR has a Victim Centred Approach Policy, which outlines the approach the organization should take when responding to Sexual Misconduct. The policy was designed in consultation with victim-survivors and based on published research to ensure we respond in a way that is appropriate. We want to support you in a manner that works for you. The following outlines how the principles of our Victim Centred Approach policy will be applied in cases of sexual assault.

          
            Wellbeing and security first
          

          In order to help you regain your sense of safety we will:

          
            	Help to get you to an immediate safe space

            	Help you get medical attention

            	Connect you to the appropriate services to meet your immediate needs

          

          This will be done collaboratively with you depending on your expressed needs and preferences.   We will ask whether you feel safe currently and if not, where would be a safe space for you?

          In an unfamiliar environment, it might be difficult to know where a safe place might be, which is why it is important to connect with Field Security colleagues. Field Security Services can support you in getting to a place of safety and link you to the appropriate support services such as medical support and the  Victim Care Officer for psychosocial support. They will also be aware of the available additional support in your location. If you do not feel comfortable with the local Field Security colleague, for example for reasons relating to gender, you can ask for someone of a different gender to be also present during your interactions. We will consult with you to ensure that the people around you are ones that make you feel safe and secure. If this is not the case then we will try to get you to be with people who make you feel safe and secure.

          The  Victim Care Officer- a clinical psychologist- provides specialist psychosocial support to victim-survivors in all UNHCR locations and is based in Geneva. However, if you would like psychosocial support face to face, and you have a Staff Counsellor available in your location, you may wish to contact them.

          
            Assistance and support
          

          Speaking with the Victim Care Officer is completely confidential.

          The Victim Care Officer will

          
            	Offer you confidential psychosocial support, guidance and accompaniment

            	Coordinate the response and support offered by UNHCR

            	If you agree, support you to get local support (medical or psychosocial) (available support will depend on your location)

          

          
            Non-discrimination 
          

          We will ask what you need so we don’t make inappropriate assumptions based on any of on your characteristics e.g., race, skin colour, sexual orientation, gender identity, language.

          
            End to end holistic approach
          

          
            	We will be mindful of how we engage with you from the first time we learn of your sexual assault.

            	The Victim Care Officer will accompany you through administrative process until you both agree the support is no longer needed.

          

          
            Give back a measure of control to the extent possible
          

          
            	We will aim not to do things to you but rather to do things with you.

            	We will do our best to share information with you, so you are aware of what is happening.

            	We will seek your consent whenever possible before taking actions.

            	We will consult with you and bring you into decision-making processes as much as possible and where appropriate.

            	We will not overwhelm you. If you don’t feel able to make decisions, then a core group of colleagues (Head of Office/Representative, Victim Care Officer, Security, Medical Doctor and Staff Counsellor) might need to make decisions in your best interest.

          

          
            Confidentiality and informed consent
          

          Maintaining confidentiality is an important part of maintaining trust. It is also vital  to help you to regain your sense of trust.

          
            	We will aim not to disclose information without your consent whenever possible.

            	We will work to provide services whilst doing our best to maintain confidentiality.
	In some cases, we can seek advice or guidance without sharing your name and personal information.
	If there is a need to share information to safeguard your wellbeing or in order to link you with needed services, we will do our best to let you know in advance.




            	We will share only needed information and make sure it is proportionate and related to the service being provided i.e not all your personal information, rather only select information will only be shared on a need-to-know basis. 

            	We will endeavor to get your informed consent before taking actions

            	We will not assume to know what is best for you.

          

          
            Information 
          

          Information gathering

          
            	We will think carefully about the information we ask you and how we ask it

            	We will only ask for necessary information

            	We will be mindful of when and how we ask for information

            	We will be mindful of whether we are the right person to ask you for this information

            	We will ask only the basic amount of information needed to best support you.

          

          Information provision

          
            	We will also think carefully about the information we share with you.

            	We will do our best to be transparent

            	We will be upfront and honest about what we can and cannot do

            	We will keep you regularly updated

            	In most cases you will be provided with updates about issues that relate to your situation by the Victim Care Officer.

          

          
            Ask and listen
          

          
            	We will only ask questions that are relevant to the immediate situation to provide you with the appropriate support.

            	We will listen to you to understand your needs  to support you appropriately.

            	We will try to establish a safe space so that you are able to ask any questions, request updates or clarification.

            	We will be available to listen and to make sure you feel heard. 

          

          
            Due Process
          

          What happened to you may need to be reported to UNHCR’s Inspector General’s Office and/ or externally to local authorities.

          B) If you are a manager or a colleague of a member of personnel who has experienced sexual assault

          Emergency deployments can be challenging and we often find ourselves relying on our colleagues more as we are outside of our comfort zone. Managers and colleagues can both play an important role during a crisis or difficult situation. If you witness a sexual assault or if someone discloses an experience of sexual assault to you, then be mindful of the principles of the

          Victim Centred Approach Policy. The policy was designed in consultation with victim-survivors and is based on published research on what victim-survivors view as positive and negative experiences following a disclosure.

          As a manager or colleague in an emergency context, an individual has either come to you directly to disclose a sexual assault or you may have been made aware of an incident of sexual assault. In both circumstances please:

          
            	use the principles out lined below to provide appropriate support

            	contact the Victim Care Officer for specific guidance in the situation

          

          If the victim-survivor has disclosed to you, remember they chose to do so because

          
            	They need support

            	They trust you

            	They feel safe with you

            	They had no one else to turn to

          

          It is important that the actions you take (or don’t take) lives up to and helps to maintain that trust. Above all be kind, respectful and considerate. The first experience of disclosure for a victim-survivor should be a positive one, as it will likely impact the next decisions the victim-survivor/survivor makes. Some of the harmful actions that victim-survivors/survivors encounter are from people who are trying to help but take thoughtless or harmful actions. This can often stem from an anxiety to show that you care or are taking the situation seriously. However, you can best demonstrate care by showing empathy and listening to the victim-survivor. The best way to maintain the trust of a victim-survivor-survivor is to be honest and transparent with them. Let them know if you need to speak to someone for their safety or to get them the right support. You do not need to have all the answers. Reach out to the Victim Care Officer who can guide you in your response.

          If the victim-survivor has not disclosed the incident directly to you, remember

          
            	 you do not need to speak with the victim-survivor directly

            	follow the lead of the victim-survivor

          

          It is OK for their main contact to be someone else that the victim-survivor is comfortable with, as long as you are helping to ensure that the affected colleague(s) is receiving the necessary support.

          The following outlines actions which managers and colleagues can take in line with the Victim-survivor Centred Approach Policy

          
            Wellbeing and security first
          

          Consider the victim-survivor/survivors physical and psychological safety.

          
            	Are they in a safe space? If not, where would be a safe space and what is the safest way to get them there?

            	Do they have access to medical attention as well as a PEP kit and emergency contraception?

            	Do they have access to psychosocial support?

            	Are they surrounded by people that make them feel safe and secure? If not, who might make them feel safe and secure and how can you get them to be with these people?

          

          When considering physical and psychological safety, be transparent and collaborative with the victim-survivor. Let them know what is happening and ask them for their input. Don’t assume you know best.

          
            Assistance and support
          

          The Victim Care Officer provides psychosocial support, advice, guidance and accompaniment to individuals who have had an experience of sexual assault. Let the victim-survivor know about this dedicated resource and connect them to the Victim Care Officer. If they do not consent, contact the Victim Care Officer yourself (without disclosing the identity of the victim-survivor for guidance on how you can provide assistance and support to the victim-survivor.

          
            	Connect the victim-survivor to the Victim Care Officer if they agree

            	Connect the victim-survivor to local medical support if they agree

            	Let the victim-survivor know that additional psychosocial support can be sought through your local or regional Staff Counsellor

          

          
            Non-discrimination
          

          Don’t make assumptions or judgements based on victim-survivor’s characteristics e.g. race, skin colour, sexual orientation, gender identity, language, religion, political or other opinion, national or social origin, property, birth, health or other status.

          
            	Do your best to accommodate the needs of the individual before you. The best way to do that is to ask what they need so that you don’t make inappropriate assumptions.

          

          
            End to end holistic approach
          

          As one of the first responders, your initial encounter will help with the victim-survivor’s recovery.  Follow the principles of psychological first aid (PFA), The Pocket Guide found on pages 53/54 of the document gives a quick summary. Connect the victim-survivor with the Victim Care Officer so that all other necessary services (medical, administrative, psychosocial, judicial) are coordinated on behalf of the victim-survivor.

          
            Give back a measure of control to the extent possible
          

          This means we don’t want to do things to the victim-survivor but rather we want to do things with them. Do your best to share information with the victim-survivor so they are aware of what is happening. Seek their consent whenever possible before taking actions. Let them be part of the decision-making process as much as possible.

          At the same time, it is important to not overwhelm the victim-survivor. If they are not in a state to make sound decisions then the Victim Care Officer can consult with a core group of colleagues (Head of Office/Representative, Victim Care Officer, Security, Medical Doctor and Staff Counsel-lor) who may need to make collective decisions in the best interest of the victim-survivor.

          
            Confidentiality and informed consent
          

          Maintaining confidentiality is an important part of maintaining trust. Do not disclose information without the victim-survivor’s consent whenever possible. If you need to share information for their wellbeing or in order to link them with needed services let the victim-survivor know in advance.

          Remember you can often seek advice or guidance without sharing the name and personal information about the victim-survivor.

          When you share information, only share what is needed by that person. Not everyone needs to know all the details of the incident. If someone has a specific role to play in responding to the incident,  they just need to know enough information to provide their particular service. If you are unsure about the level of information to share, you can ask them what information they need to know.

          Get informed consent from the victim-survivor before taking actions. Don’t assume you know what is best for them. If there are certain actions you must take, then inform the victim-survivor of these actions and the reasons you need to take such actions.

          
            Information
          

          Information gathering

          
            	Think carefully about the information you are asking of the victim-survivor and how you are asking it.
	Is it necessary?
	Is this the right time to ask it?
	Are you the right person to ask it?




          

          
            	Only ask the basic amount of information you need to best support them.

          

          Information provision

          
            	Think about the information you share with the victim-survivor.
	Be transparent
	Be honest about what you can and cannot do
	Keep them regularly updated




          

          It is important to provide the victim-survivor with updates about issues that relate to their situation. In most cases, this will be carried out by the Victim Care Officer. However, if the victim-survivor asks you for information, please update them if you are able to do so.

          
            Ask and listen
          

          Only ask questions that are relevant to the immediate situation. Ask the victim-survivor as little as possible such as:  Where shall I take you to feel more safe?  Are you injured? (to arrange medical care) what do you need? Is there anyone you want to call or inform?

          Try to listen to the victim-survivor carefully. Avoid interrupting them or filling silences with questions or comments.

          
            Due Process
          

          
            	Do not investigate or try to establish the facts.

            	hat happened may need to be reported to UNHCR’s Inspector General’s Office and/or externally to local authorities. Contact the Victim Care Officer for advice.

          

        

      

      
        Sexual Assault- Checklist for Managers

        
          
            Get the victim-survivor to a place of safety

          

          
            Ensure confidentiality

          

          
            Ask the victim-survivor as little as possible. Only ask what is necessary to address the immediate situation e.g where shall I take you to feel more safe?  Are you injured (to arrange medical care or provide PEP kit and emergency contraception) what do you need? Is there anyone you want to call or inform?

          

          
            Connect with security colleagues for advice.

          

          
            Connect victim-survivor to the Victim Care Officer.

          

          
            Contact the Victim Care Officer yourself for further guidance.

          

        

      

      
        Policies, Guidelines and Useful Links

        
          
            
              The main document that guides our response to sexual assault in an emergency setting is the Policy on a Victim-Centred Approach in UNHCR’s response to Sexual Misconduct. We follow the principle of Do No Harm.

              Psychological Fist Aid (PFA) principle are also helpful in supporting someone following a traumatic incident. You can have a look at Psychological Fist Aid: Guide for Field Works for further tips on PFA. It is a document that was produced by WHO but endorsed by UNHCR. The Pocket Guide found on pages 53/54 of the document give a quick summary

               

            

          

        

      

      
        Annexes

        
          
            
              
                Sexual Assault - Checklist for Managers
                
                  

                

              

            

          

          
            
              
                WHO, Psychological First Aid
                
                  

                

              

            

          

          
            
              
                Psychological First Aid Checklist
                
                  

                

              

            

          

        

      

      
        Links

        
          Protection from sexual exploitation and abuse, and sexual harassment
        

      

      
        Main contacts

        
          For safety and security concerns contact your local Field Security Service

          UNHCR Field Safety Section (FSS), Division of Emergency, Security and Supply (DESS). At: HQFS00@unhcr.org

          For medical advice contact the Medical Service 24/7 MEDICAL SECTION EMERGENCY CONTACT: +41227397399

          For psychosocial support, advice and guidance about a sexual assault, please contact the Victim Care Officer:

          Dr Zuhura Mahamed

          mahamed@unhcr.org; Mobile +41 79 337 7940

          To report a sexual assault to UNHCR’s Investigation Service, please contact: Inspector General’s Office: inspector@unhcr.org

        

      

    

  
    Dealing with critical incidents and trauma (staff)

    
      12 September 2024

      
        Overview

        
          This entry is coming soon. 

        

      

      
        Main guidance

        
          This entry is coming soon. 

           

        

      

    

  
    In case of conflict with colleagues or partners

    
      01 May 2025

      
        Key points

        
          	
      The United Nations and UNHCR prioritizes informal resolution methods within its internal justice system to minimize unnecessary litigation, favoring facilitated dialogue and mediation to swiftly address workplace disputes and alleviate the stress associated with formal legal processes

          	
      Resolving workplace disputes between colleagues and partners is instrumental in managing reputational risk by promoting professionalism, preserving trust, mitigating reputational risks, and strengthening partnerships. It contributes to a positive organizational image and fosters a conducive environment for continued success and growth

          	
      Managing workplace conflicts proactively by engaging in direct conversations, early intervention, and utilizing support mechanisms. The Ombudsman and Mediator function in UNHCR plays a crucial role as a neutral entity, offering informal dispute resolution services and promoting peaceful working relations through ombudsing, mediation and facilitating discussions

        

      

      
        Overview

        
          The United Nations internal justice system places great emphasis on informal resolution options to avoid unnecessary litigation when possible. Informal resolution of workplace disputes through facilitated dialogue or mediation is usually quicker and spares the parties involved of stress of litigation.

          Colleagues are encouraged to first try to resolve workplace conflicts themselves by addressing the situation early on, engaging in direct and honest conversations, participating in mediation, and utilizing the appropriate support mechanisms as needed.

          In UNHCR, the Ombudsman and Mediator function is the designated neutral entity to provide independent and informal resolution to workplace disputes. It has a vital role in supporting colleagues in preventing conflict and restoring peaceful working relations and offers an informal alternative to the formal complaint-handling systems within UNHCR and the UN System of Administration of Justice. They support colleagues in identifying a range of appropriate options to resolve problems and facilitate discussions for all concerned and, wherever possible, help individuals to develop new ways to solve problems themselves, and if proper, mediate disputes between parties.

        

      

      
        Relevance for emergency operations

        
          Stress and anxiety are likely when dealing with emergencies. As such, workplace tensions and conflicts may arise, and when they do, it is crucially important that colleagues deal with the situation at the onset before the conflict escalates. In emergency situations, preventing and dealing effectively with conflict is crucial and leads to establishing a healthy working environment. These actions contribute to increased resiliency for the parties involved and the overall team and operation. Colleagues are encouraged to seek support from their supervisors and other local resources, as well as from the Office of the Ombudsman and Mediator, who can provide guidance and mediation.

        

      

      
        Main guidance

        
          
            Introduction
          

          Effective 2009, the UN General Assembly introduced a new system for handling internal disputes and disciplinary matters. This change reinforces an independent and decentralized system consistent with the relevant rules of international law and the principles of the rule of law and due process to ensure respect for the rights and obligations of staff members and accountability of managers and staff members alike. Address the Conflict Promptly: Recognize and address the conflict early. 

          The revised system encourages the resolution of disputes through informal means before resorting to formal litigation.

          For more information, please visit the Office of Administration of Justice (OAJ) website.

          
            The Internal Justice System
          

          UNHCR uses an internal justice system as staff members are unable to file claims, including employment-related claims, against the Organization in national courts due to the privileges and immunities of UNHCR as an international organization. The internal justice system allows staff members to address situations where they feel that their rights have been violated and the rules of the Organization have not been respected.  Staff at all levels have a right to recourse through the internal justice system.

          The internal justice system places great emphasis on informal resolution options to avoid unnecessary litigation when possible. Informal resolution of workplace disputes through mediation is usually quicker and spares the parties involved the stress of a litigation. Pursuing the matter informally first does not prevent staff members from bringing the matter to the formal system of justice later, if the relevant deadlines are respected. Informal resolution can be sought at any time during the formal appeals procedures.

          In UNHCR, the Office of the Ombudsman and Mediator is the designated neutral to mediate workplace conflicts. Moreover, it allows the conflicting parties to address the underlying issues to prevent disputes of a similar nature in the future.

          
            Informal resolution of workplace conflicts and concerns
          

          Colleagues are encouraged to first try to resolve workplace conflicts themselves by addressing the situation early on, engaging in direct and honest conversations, participating in mediation, and utilizing the appropriate support mechanisms as needed.

          Tips for having a direct and honest conversation with the conflicting party:

          
            	Address the situation at the start of the conflict. If not addressed, conflicts tend to escalate and become unmanageable

            	Prepare for the conversation by organizing your thoughts, using concrete examples, and avoid using accusatory or blaming words

            	Consider the other’s perspective, including how you may have contributed to the situation

            	Work collaboratively towards a resolution and path forward.

          

          If colleagues cannot engage in a direct conversation, they are encouraged to seek support from   their supervisors, management, and other support mechanisms.  Colleagues can also, at any time, seek the assistance of the Office of the Ombudsman and Mediator.

          
            Working together to find solutions: Office of the Ombudsman and Mediator
          

          The Ombudsman and Mediator function is the designated neutral entity that provides independent and informal resolution to workplace disputes within the UN Administration of Justice Office. Office of the Ombudsman and Mediator (OOM) has a vital role in supporting colleagues in preventing conflict and restoring peaceful working relations. It offers an informal alternative to the formal complaint-handling systems within UNHCR, such as the Inspector-General’s Office (IGO) and UN System of Administration of Justice.

          The Ombudsman's job is to provide confidential, impartial, and independent services for the informal resolution of work-related problems and conflicts. They assist colleagues in identifying a range of appropriate options to resolve problems and facilitate discussions for all concerned and, wherever possible, help individuals to develop new ways to solve problems themselves. They do not make binding decisions, mandate policies, or adjudicate issues for the Organization.

          
            Guides personnel in conflict to:
          

          
            	analyze the problem

            	identify a range of options

            	explore the pros and cons of each option

            	develop a clear understanding of any action necessary to implement the employee’s selected option

          

          
            Facilitate informal solutions to work-related problems and conflicts by:
          

          
            	coaching parties to solution

            	conducting mediation

            	facilitating training in conflict management

            	identifying systemic issues rooted in UNHCR practices, policies, procedures and processes

            	providing upward feedback with the Administration to facilitate improvements to systemic issues identified

          

        

      

      
        Checklist

        
          
            Address the Conflict Promptly: Recognize the conflict early and address it before it escalates.

          

          
            Seek Support if Needed: If direct conversation is challenging, seek support from supervisors, management, or other support mechanisms within the organization, including with the Office of the Ombudsman and Mediator.

          

        

      

      
        Policies, Guidelines and Useful Links

        
          
            
              
                
                  
                    
                      
                        
                          UN, Standards of Practice for UN System Ombudsman and Mediators, 2023
                          
                            

                          

                        

                      

                    

                  

                

              

              
                
                  
                    
                      
                        
                          UN Resolution, A/RES/62/228 - Administration of justice at the United Nations, 2007 
                          
                            

                          

                        

                      

                    

                  

                

              

              
                
                  
                    
                      
                        
                          SG Bulletin, SGB/2016-7 UNOMS Terms of Reference, 2016
                          
                            

                          

                        

                      

                    

                  

                

              

            

          

        

      

      
        Learning and field practices

        
          
            
              Accessible to UNHCR staff only

            

            
              
                
                  
                    Office of the Ombudsman and Mediator
                  

                

              

            

          

        

      

      
        Main contacts

        
          Ombudsman and Mediator at Ombuds@unhcr.org

        

      

    

  
    Staying Healthy

    
      10 September 2025

      
        Key points

        
          	
      Follow the checklist below

          	
      Complete the eLearning linked below

        

      

      
        Overview

        
          Emergency deployments require careful preparation and attention to health and safety. Below is a checklist supporting you in staying healthy during emergency deployments.

          By following these guidelines and taking proactive measures, you can safeguard your health and well-being during emergency deployments, ensuring you can effectively contribute to the mission and respond to any challenges that may arise.

        

      

      
        Main guidance

        
          The guidance to be followed is included in below Checklist and the eLearning.

        

      

      
        Medical preparation checklist

        
          
            Medical Clearance:

            Ensure you have undergone a thorough medical clearance process to confirm you are fit for the specific deployment environment and tasks.

          

          
            Vaccinations:

            Ensure all your vaccinations are up to date to protect yourself from vaccine-preventable diseases.

          

          
            Malaria Risk:

            Be aware of the malaria risk in the area and have the necessary prophylaxis with you to prevent malaria.

            Sleep under a mosquito net to protect yourself from mosquito-borne diseases like malaria.

          

          
            Personal First Aid Kit:

            Bring a well-stocked First Aid Medical kit to address minor injuries and illnesses during the deployment.

          

          
            Adequate Sleep:

            Aim to get at least 6 hours of sleep each night to maintain physical and mental well-being during the deployment.

          

          
            Seek Medical Assistance:

            If you feel sick or unwell, seek medical assistance as soon as possible to prevent any condition from worsening and avoid the need for medical evacuation.

          

          
            Emergency Contacts:

            Save the UNHCR medical emergency hotline number (+41 22 739 7399) and the key medical service contact in the Regional Bureau in your mobile phone for quick access during emergencies.

          

          
            Food Safety:

            Follow food safety practices, such as cooking food thoroughly, boiling water, peeling fruits, and avoiding raw or unsafe food to prevent foodborne illnesses.

          

        

      

      
        Learning and field practices

        
          
            
              The eLearning “Health Information – Emergency Deployment” is part of the online self-learning for participants attending the Workshop on Emergency Management (WEM). It is available to all UNHCR staff on Workday and covers the following topics:
1. Covid19 Information: COVID-19 is the infectious disease caused by the most recently discovered coronavirus. This new virus and disease were unknown before the outbreak began in December 2019.
2. Pre-mission travel preparation: You will be given all necessary information in order to be adequately prepared to leave on mission at short notice to anywhere in the world.
3. Staying Healthy on mission: Be aware of the importance of ensuring your safety and well-being and that of your colleagues whilst on mission. This includes being aware of the importance of adequate accommodation. You will also understand the health risks that you might encounter on mission and have the knowledge to avoid/prevent illness and stay healthy.
4. Health checks on return from mission: Be aware of the importance of seeking medical help on return form mission in case of illness and/or unusual symptoms.

            

          

        

      

      
        Links

        
          Medical Section on the UNHCR intranet
        

      

      
        Main contacts

        
          The UNHCR medical emergency hotline: +41 22 739 7399 (available 24/7)
Please consult the UNHCR intranet for Medical Service contact details at HQ and in the Regional Bureaus.

        

      

    

  
    Sexual harassment

    
      12 December 2024

      
        Key points

        
          	
      For Victim-survivors:	


- Your safety and security are our first priority


- Connect with the Victim Care Officer  


- Disclosing to a trusted person may help you get appropriate support




          	
      For managers and colleagues:


- Be compassionate, non-judgmental and respectful 


- Maintain confidentiality


- Follow the principles outlined in UNHCR’s Policy on a Victim Centred Approach


- Connect with the Victim Care Officer   


- The victim decides what action they would like to take


- You do not have to report if the victim does not want you to







        

      

      
        Overview

        
          Sexual harassment can have a profound and long-lasting impact on an individual. It is important that victims as well as colleagues and managers are aware of the support available to them within the organization as well as the options for redress or resolution of situations that occur.  Victim-survivors should know they are not alone, and that the organization is here to support them in a way that takes their needs into consideration and puts them at the center of our response.

          Managers and colleagues should familiarize themselves with UNHCR’s Victim Centred Approach Policy as well as UNHCR's Policy on Addressing Sexual Misconduct so that they can respond in the way that is expected of them. The way in which managers and colleagues respond to a disclosure or how they respond to witnessing an incident has an influence on both the impact of the experience and whether victim-survivors choose to seek support or take action. 

          Although managers and colleagues play a critical role, they are not alone in organizing and managing the response. It is important to connect with the Victim Care Team as soon as possible for further guidance.

          The below advice provides practical guidance in the circumstances of sexual harassment in emergency deployment. The advice is primarily geared towards victim-survivors. However, it is differentiated depending on whether you are a victim-survivor of sexual harassment or a manager/colleague supporting someone following an incident of sexual harassment. 

        

      

      
        Relevance for emergency operations

        
          Colleagues deployed to an emergency response may be exposed to higher risk of violence, including sexual harassment and sexual violence. Colleagues are often operating in a new environment, with new team members in isolated locations in the context of an emergency. During an emergency, it is important that everyone is familiar with and understands the principles of a victim centered approach responding to an incident of sexual harassment of a colleague. Managers should also foster a working environment during an emergency that is free from sexual misconduct.  A separate specific entry on sexual assault of a colleague, which comes under UNHCR's definition of sexual misconduct, exists in this emergency handbook. These entries should be read in tandem. This entry relates more broadly to UNHCR’s response to all forms of sexual harassment.

        

      

      
        Main guidance

        
          Emergency deployments can be challenging environments. We find ourselves outside of our comfort zone, familiar context and environment, away from family, friends and familiar colleagues. In such an environment like this, it isn’t easy to know where to turn for support when you find yourself in a difficult situation.

          If you experience sexual harassment:

          Contact the Victim Care Team:

          The Victim Care Team provides psychosocial support, guidance and will coordinate with colleagues in order to ensure that the varied support you need - from physical safety concerns, to psychological wellbeing, to protection from retaliation to resolution as well as your return to work- are adequately met.

          You may find it difficult to share your experience with someone else. It is your decision to disclose or not to disclose. However, sharing what happened to you with a trusted person within UNHCR will allow us to respond in an appropriate way in order to support you and to find a solution that works for you.

          UNHCR has a Victim Centred Approach Policy which outlines the approach the organization should take when responding to Sexual Misconduct. The policy was designed in consultation with victim-survivors and based on published research to ensure we respond in a way that is appropriate. We want to support you in a manner that works for you. The points below outline how the principles of our Victim Centred Approach policy should be applied in situations of sexual harassment in emergency deployments.

          
            Wellbeing and security first
          

          We will prioritize your rights, dignity and well-being in our response. This means that any steps taken, will be taken in collaboration with you depending on your expressed needs and preferences. We will:

          
            	Connect you to the appropriate services to meet your immediate and medium-to-long term needs

            	Put in measures to protect you against re-victimization

          

          In an unfamiliar environment, it might be difficult to know how to respond to a situation of sexual harassment, which is why it is important to connect with the  Victim Care Team for advice, guidance and psychosocial support.

          The Victim Care Team - consists of  clinical psychologists who provide specialist psychosocial support to victim-survivors in all UNHCR locations and are based in Geneva.

          
            Assistance and support
          

          Speaking with the Victim Care Team is completely confidential.

          The Victim Care Team will

          
            	Offer you confidential psychosocial support, guidance and accompaniment

            	Coordinate the response and support offered by UNHCR

          

          
            Non-discrimination 
          

          We will ask what you need so we don’t make inappropriate assumptions based on any of your characteristics e.g., race, skin colour, sexual orientation, gender identity, language.

          
            End to end holistic approach
          

          
            	We will be mindful of how we engage with you from the first time we learn of your experience of sexual harassment.

            	The Victim Care Team will accompany you through the administrative process until you both agree the support is no longer needed.

          

          
            Give back a measure of control to the extent possible
          

          
            	We will aim not to do things to you but rather to do things with you.

            	We will do our best to share information with you so you are aware of what is happening.

            	We will seek your consent whenever possible before taking action.

            	We will consult with you and bring you into the decision-making processes as much as possible and where appropriate.

          

          
            Confidentiality and informed consent
          

          Maintaining confidentiality is an important part of maintaining trust. It is also vital in order to help you to regain your sense of trust.

          
            	We will aim not to disclose information without your consent whenever possible.

            	We will work to provide services whilst doing our best to maintain confidentiality.	In some cases, we may seek advice or guidance without sharing your name and personal information.
	If there is a need to share information in order to safeguard your wellbeing or in order to link you with needed services, we will do our best to let you know in advance.



            	We will share only needed information and make sure it is proportionate and related to the service being provided i.e not all your personal information, rather only select information will  be shared on a need to know basis.

            	We will endeavor to get your informed consent before taking actions.

            	We will not assume to know what is best for you.

          

          
            Information 
          

          Information gathering

          
            	We will think carefully about the information we ask you and how we ask it.

            	We will only ask for necessary information.

            	We will be mindful of when and how we ask for information.

            	We will be mindful of whether we are the right person to ask you for this information.

            	We will ask only the basic amount of information needed in order to best support you.

          

          Information provision

          
            	We will also think carefully about the information we share with you.

            	We will do our best to be transparent.

            	We will be upfront and honest about what we can and cannot do.

            	We will keep you regularly updated.

            	In most cases you will be provided with updates about issues that relate to your situation by the Victim Care Officer.

          

          
            Ask and listen
          

          
            	We will only ask questions that are relevant to the immediate situation in order to provide you with the appropriate support.

            	We will listen to you to understand your needs in order to support you appropriately.

            	We will try to establish a safe space so that you are able to ask any questions, request updates or clarification.

            	We will be available to listen and to make sure you feel heard. 

          

          
            Due Process
          

          If you decide to make a report to UNHCR’s Inspector General’s Office and/or externally to local authorities, we will explain the processes, including the alleged perpetrator's due process rights and how these may affect you.

          
            Where to go for help in UNHCR?
          

          If you are a victim or a survivor of sexual harassment, there is support available.

          Disclosing or reporting sexual harassment isn’t always an easy decision and it can sometimes be difficult to recognize it, as sexual harassment can manifest so differently. Remember, if something makes you uncomfortable or is unwanted and is sexual in nature, you do not have to remain in that situation. There are options available to you in addressing the sexual harassment and you can by accompanied by a member of the Victim Care Team regardless of which option you choose.

          
You can:

          
            	Ask for psychosocial support and accompaniment from UNHCR’s Victim Care Team whose main responsibility is to provide psychosocial support and accompany you through any chosen resolution or solution.

            	Report what happened to you to the Inspector General’s Office for advice on the investigative process and be accompanied and supported through the process.

            	Report your experience through UNHCR’s SpeakUp Helpline.

            	Address your situation informally through your manager/supervisor or through the Office of the Ombudsman and Mediator with support and accompaniment.

            	Speak with the Ethics Office about retaliation concerns. Their role is to provide advice on protection against retaliation and recommend protective measures in certain instances.

            	Document what happened to you in NotOnlyMe to see if the person who sexually harassed you sexually harassed someone else.

          

          The Victim Care Team can provide you with confidential guidance on processes and services, psychosocial support, aid your decision making, and accompany you throughout the process. If you wish, the Victim Care Team can also coordinate action on your behalf. You will remain in control of what you want to do.

          
            If you are a manager or a colleague of a member of personnel who has experienced sexual harassment
          

          Emergency deployments can be challenging and we often find ourselves relying on our colleagues more as we are outside of our comfort zone. Managers and colleagues can both play an important role during a crisis or difficult situation. All personnel should familiarize themselves with UNHCR's Policy on Addressing Sexual Misconduct, which outlines the role and responsibilities of personnel in response to an incident as well as in creating a respectful and safe environment at work. Managers in particular should be familiar with their responsibilities under the Policy on Addressing Sexual Misconduct as well as in relation to the Policy on a Victim-Centred Approach in UNHCR’s response to Sexual Misconduct.

          If you are a manager:

          
            	  If someone discloses an experience of sexual harassment to you, be mindful of the principles of the Victim Centred Approach Policy. The policy was designed in consultation with victim-survivors and is based on published research on what victim-survivors view as positive and negative experiences following a disclosure.

            	If someone reports sexual harassment to you, contact the Victim Care Team for guidance, as per UNHCR's Sexual Misconduct Policy. 

            	Foster a respectful and inclusive environment during deployment.

            	Early on in the deployment period, communicate clearly that UNHCR takes all forms of sexual misconduct seriously and that colleagues can come to you with any concerns they may have.

          

          
            If you are a colleague:
          

          If you witness sexual harassment, you should contact either the IGO or the Victim Care Officer for information and advice as per UNHCR's Sexual Misconduct Policy. 

          As a manager or colleague in an emergency context, an individual has either come to you directly to disclose a sexual harassment or you may have been made aware of an incident of sexual harassment. In both circumstances please:

          
            	Use the principles outlined below to provide appropriate support.

            	Contact the Victim Care Team for specific guidance on how to respond in a victim centred way to the situation.

          

          If the victim-survivor has disclosed to you, remember they chose to do so because

          
            	They need support

            	They trust you

            	They feel safe with you

            	They had no one else to turn to

          

          It is important that the actions you take (or don’t take) live up to and help to maintain that trust. Above all be kind, respectful and considerate. The first experience of disclosure for a victim-survivor should be a positive one, as it will likely impact the next decisions the victim-survivor makes. Some of the harmful actions that victim-survivors encounter are from people who are trying to help but take thoughtless or harmful actions. This can often stem from an anxiety to show that you care or are taking the situation seriously. However, you can best demonstrate care by showing empathy and listening to the victim-survivor. The best way to maintain the trust of a victim-survivor is to be honest and transparent with them. Let them know if you need to speak to someone for their safety or in order to get them the right support. You do not need to have all the answers. Do not investigate or try to establish the facts. Reach out to the Victim Care Team who can guide you in your response.

          If the victim-survivor has not disclosed the incident directly to you, remember

          
            	You do not need to speak with the victim-survivor directly.

            	Follow the lead of the victim-survivor.

          

          It is OK for their main contact to be someone else that the victim-survivor is comfortable with, as long as you are helping to ensure that the affected colleague(s) is receiving the necessary support.

        

      

      
        Sexual Harassment - Quick Checklist for Managers

        
          
            
              Ask the victim-survivor as little as possible. Only ask what is necessary to address the immediate situation e.g Are you OK?  What do you need?
            

          

          
            
              Connect victim-survivor to the Victim Care Team.
            

          

          
            
              Contact the Victim Care Team yourself for further guidance.
            

          

        

      

      
        Policies, Guidelines and Useful Links

        
          
            
              
                
          
      

              

              
                
                  
                    
                      
                        
                          UNHCR/HCP/2024/02 Policy on Addressing Sexual Misconduct
                          
                            

                          

                        

                      

                    

                  

                

              

              
                
          
      

              

            

          

        

      

      
        Links

        
          Protection from sexual exploitation and abuse, and sexual harassment (accessibl…
          NotOnlyMe (accessible for UNHCR staff only)
          UNHCR Victim Care Officer (accessible for UNHCR staff only)
        

      

      
        Main contacts

        
          
            For safety and security concerns contact the Field Security Advisor in your duty station/country
          

          
            
              For medical advice contact the Medical Section
            
          

          
            For psychosocial support, advice and guidance about a sexual harassment, please contact the Victim Care Team:
          

          Dr Zuhura Mahamed

          Senior Victim Care Advisor

          
            vco@unhcr.org
          

          Mobile +41 79 337 7940

          Dr Sofia Gerbase

          Victim Care Officer

          
            vco@unhcr.org
          

          Mobile +41 79 384 76 29

          
            To report a sexual harassment to UNHCR’s Investigation Service, please contact:
          

          Inspector General’s Office

          
            
              inspector@unhcr.org
            
          

          
            To seek an informal resolution to your experience of sexual harassment with the support of the Office of the Ombudsman and Mediator, please contact:
          

          The Office of the Ombudsman and Mediator

          
            
              ombuds@unhcr.org
            
          

          
            To seek support relating to protection against retaliation, please contact:
          

          The Ethics Office

          
            HQETHICS@unhcr.org 
          

        

      

    

  
    Capacity Building for Emergencies

    
      05 January 2024

      
        Key points

        
          	
      Emergency learning usually takes place before an emergency occurs, as part of emergency capacity building and emergency preparedness




          	
      Ad hoc learning is available to staff working in emergencies




          	
      Emergency Learning is available in different forms: online self-learning , face-to-face workshops, and online webinars




          	
      This Emergency Handbook is the primary tool for guidance in emergencies

          	
      Establish an induction facilitators team and seek GLC support where necessary.




        

      

      
        Overview

        
          This entry provides an overview of UNHCR Emergency Capacity Building initiatives and emergency learning opportunities. It gives guidance on target participants, availability, and timing, for individuals, country operations and regions. The links to UNHCR corporate emergency preparedness are also explained.

        

      

      
        Relevance for emergency operations

        
          Ideally, emergency capacity building and learning takes place before the onset of a humanitarian emergency. UNHCR corporate emergency trainings are not linked to emergency activation and take place as preparedness measures on a regular basis.

          However, unpredictability is part of the nature of emergencies. Knowledge, skills and expertise gaps may become apparent at the onset of an emergency. Often new workforce is recruited, who may not have had the opportunity to participate in emergency trainings. For these situations ad hoc solutions are outlined below.

        

      

      
        Main guidance

        
          
            a) Learning as part of corporate emergency preparedness and DESS emergency deployment rosters
          

          The Emergency Capacity Development Unit (ECDU) in the Division for Emergency, Security and Supply (DESS) organizes the following corporate emergency trainings:

          
            	Workshop on Emergency Management (WEM): Prepares active Emergency Response Team roster members (G6 to P4) for emergency missions. Calls for applications are shared through UNHCR corporate Broadcast emails.

            	Senior Emergency Leadership Program (SELP): Prepares Senior Corporate Emergency Roster (SCER) members (from P4 eligible to apply to P5 positions onwards) for emergency missions. A call for applications is shared through UNHCR corporate Broadcast emails.

            	Situational Emergency Training (SET): Country operations/ regions that face high risk(s) of a new or escalated emergency should contact DESS as early as possible to explore organizing a SET as part of their emergency preparedness actions.

            	Emergency Team Leadership Program (ETLP): The ETLP builds interagency leadership capacity for emergency response.  Participants in the ETLP include Inter Agency Standing Committee (IASC) UN member organizations and UN partner NGOs involved in disaster and humanitarian response. A few slots are available for UNHCR staff. Participation is through nomination in response to a call for applications issued twice a year.

          

          Thematic Emergency Management Trainings:

          
            	Supply: Designed to equip supply practitioners with the skills necessary for a responsive, consistent, and agile emergency capacity in a humanitarian context. UNHCR staff and external partners engage in a gamified and immersive five-day simulation workshop, focusing on refining critical technical and soft skills for emergency supply management.  Organized by the Global Learning and Development Centre (GLDC), participation in the workshop is by nomination in response to a call for applications issued once a year. 

            	The Digital Identity and Registration Section (DIRS) in the Global Data Service (GDS) organizes the Emergency Registration Learning Programme (ERLP), which prepares members on the Registration functional Roster for emergency mission.

            	The Operational Data Systems and Support Section ((ODSSS) in the Global Data Service (GDS) organizes the  Training on Information Management in Emergencies (TIME).  TIME is a weeklong training and simulation for Information Management Officers (IMOs) who are selected for the Emergency Response Team (ERT) roster. 

            	The Partnership and Coordination Service in the Division of External Relations (DER) offers the Inter-Agency Coordination Course: This interactive self-study is available to all UNHCR personnel on Workday and prepares learners to exert their functions more effectively in inter-agency coordination settings. The course is compulsory for members of the annual Emergency Roster for Inter-Agency Coordination ahead of the roster workshop.  Workshop on Inter-Agency Coordination: Prepares members of the Emergency Roster for Inter Agency Coordination for emergency missions. A call for applications by personnel from NO to P5 is sent once a year through the UNHCR Broadcast.

          

          
            b) Learning during emergency
          

          All UNHCR workforce are required to complete the mandatory trainings (accessible to UNHCR staff only) below within the first three months of joining UNHCR.  This also applies to workforce recruited during/for an emergency.  The trainings are accessible to staff in Workday. 

          
            	BSAFE

            	UN Programme on The Prevention Of Harassment, Sexual Harassment and Abuse Of Authority

            	Protection Induction Programme

            	Preventing Sexual Exploitation and Abuse (PSEA)

            	ICT Information Security Awareness Training (InfoSec)

            	Fundamentals of Fraud and Corruption Awareness

          

          The ERT Baseline Learning Package (ERT BLP) (accessible to UNHCR staff only) is a series of short e-learnings aimed at transferring critical knowledge in emergency management to colleagues selected to join the Emergency Response Team (ERT).  All ERTs must complete the ERT BLP before attending the Workshop on Emergency Management. The Baseline Package is also available to the entire UNHCR workforce in Workday through self-enrollment.

          Further e-Learnings on a wide variety of topics is available for UNHCR staff in Workday. If mangers in emergencies assess significant knowledge gaps, it is recommended that concerned staff complete selected online learning during the emergency. Managers can create a list of required learning to share with the workforce in an emergency operation. The ECDU is available to support selecting eLearning and to create a list of recommended learnings.

          It is the responsibility of managers to provide guidance, coaching, work shadow opportunities and on the job training to staff under their supervision. This is even more important during emergencies, where quick ad hoc learning solutions need to be found to bring all colleague up to speed for the emergency response. Managers should pay attention to the different capacities of the colleagues under their supervision and ensure team members share knowledge and learn from each other.

          Should managers in an emergency operation notice that a significant number of workforce members is lacking in skills and capabilities to effectively respond to an emergency, ECDU can exceptionally facilitate an emergency webinar to build immediate capacity among the team.  Please note, the webinar should not take time away from the operation’s emergency response. If management would like to explore this possibility, please contact ECDU.

        

      

      
        Links

        
          ERT Baseline Learning Package (ERT BLP) (accessible to UNHCR staff only)
          UNHCR intranet: Emergency Learning (accessible to UNHCR staff only)
        

      

      
        Main contacts

        
          Requests for emergency training support should be directed via the concerned Regional Bureau to the Emergency Capacity Development Unit (ECDU) mailbox in the Division for Emergency, Security and Supply (DESS): hqemfscap@unhcr.org

           

           

        

      

    

  
    Getting ready for your emergency deployment

    
      28 November 2024

      
        Key points

        
          	
      Do not leave preparations to the last minute, both in the office and at home.

          	
      Honestly assess your physical and psychological readiness for deployment.

          	
      Take care of your health – make sure to do your medical and dental appointments, vaccinations, and renew prescriptions for your regular medicine.

          	
      Ensure your travel documents are valid.

          	
      Use available resources on the Emergency Preparedness and Response Portal, the UNHCR Operational Portal, Reliefweb, etc. to learn about the operational context and UNHCR's work in the country.

        

      

      
        Overview

        
          Preparing for your emergency deployment usually requires you to consider three areas. This Entry discusses:

          
            	Psychological preparedness – for you, your family, and friends.

            	Practical readiness, including your personal and professional affairs, and what to pack.

            	Situational preparedness. You should study and understand the operational context in which you will be working.

          

          You may be called to deploy to an emergency at short notice. (Members of UNHCR's internal emergency roster have committed to deploy within 72 hours). You may have little time to prepare yourself and the deployment may abruptly interrupt your daily routine and current work.

          An emergency assignment also challenges your wellbeing: The working hours may be long; working conditions may not be ideal; living conditions may be spartan; security may be a concern; your sleep is likely to suffer. You can be effective in such conditions, but you are likely to manage the stress of your deployment much better if you are well prepared.

          Emergency missions can also create anxiety for those around you. Deployments can easily disrupt our relationships with partners, spouses, children and friends. All may have concerns, and it is important to find ways to include them as you prepare to deploy.

        

      

      
        Main guidance

        
          
            
              A) Psychological preparedness
            
          

          
            Since 2012, psychological preparation has been offered as a matter of course to all staff assigned to D and E duty stations. It covers potentially a broad range of subjects:
          

          
            	
              
                Personal and family issues;
              

            

            	
              
                Practical and logistical arrangements at home or at base;
              

            

            	
              
                Practical preparations for deployment; Psychological preparation.
              

            

          

          
            When you prepare psychologically, you attune your inner resources to the coming situation. A person who is psychologically prepared expects certain challenges, foresees their impact, understands how he or she will react, is able to identify his or her inner resources, and knows where and how to seek support when needed.
          

           

          
            People differ in the degree of preparation they need. Some prepare very thoroughly. Their preparation is planned and detailed. Others are happier to go with the flow. Find what level of preparation suits your personal needs.
          

          
            

            Attitude is an important factor and will influence your ability to succeed in the demanding and chaotic environment of an emergency. What qualities are required of members of an emergency team?
          

          
            	
              
                To be professional;
              

            

            	
              
                To be a team player;
              

            

            	
              
                To be flexible and understanding;
              

            

            	
              
                To have a sense of humor!
              

            

          

          
            Create a mental picture. Think about the upcoming deployment and compare it to previous deployments. Develop this into a structured preparation by reflecting on what was helpful to you in similar contexts and what you would have done differently. Ask what aspects of the new deployment are likely to be the most challenging for you, professionally and personally.
          

           

          
            This exercise will assist you in recognizing the challenges you may encounter and the resources you can draw on to address and manage them.
          

          
            

            Assess your current psychosocial wellbeing. It may be difficult to assess your own state of mind. Nevertheless, try to give yourself some honest feedback on how you have functioned in recent months. Have you slept for enough time and well? What has been your level of energy? What has been your prevailing mood? Have you consumed more alcohol than usual, or other substances? What level of social support have you received from others? Have you been able to support people close to you? Are you running away from anything?
          

          
            

            The answers to these questions may help you identify areas to which you should give attention. Talking with a Staff Counsellor can help you recognize these issues faster and set up  a plan for addressing them. If the exercise makes you unsure about your deployment, contact a Staff Counsellor for a confidential conversation.
          

          
            

            Familiarize yourself with typical stress and trauma reactions. When we experience psychological disturbances and do not understand their cause, it can feel as though our body or mind has let us down. If you are familiar with the neurobiological symptoms of stress and trauma, you will be able to recognize stress reactions faster and will be more likely to address them constructively. (See Entries 
            
              Coping with Stress
            
             and 
            
              Dealing with critical incidents and trauma
            
            )
          

          
            

            Develop your personal indicators of fatigue. Being aware of our stress reactions is a first step towards building resilience. When we are in the middle of a difficult situation, it is hard to step back and decide what we need to do to change our situation. Write  down how you feel, think and behave when you are close to the edge or extremely tired. Discuss your list with friends who know you well; ask them to comment on it and add their observations of you.
          

          
            

            The ‘buddy system'. It has been shown that the support of close friends helps to sustain people who are working in stressful conditions. Ask a few trusted friends or family members to check on you regularly while you are deployed. If possible, discuss how they will ‘watch over you' and what warning signs they will look out for. Make use of your personal indicators of fatigue.
          

          
            

            Prepare a self-care plan. (See Entry 
            
              Coping with Stress
            
            .) Think about what normally relaxes you (music, books, sport, etc.). Keep such items ready: prepare your kindle and music, food, photographs, exercise equipment (skipping rope, pilates’ ball, football). Design a realistic self-care plan that you know you can implement.
          

          
            

            Take care of your relationships. An emergency deployment will disrupt your relationships. That does not mean they will dissolve, but you need to pay attention to how they are affected. Observation suggests that relationships survive best when everyone is involved in preparing for the deployment. This may seem counter-intuitive: you may be tempted to conceal dangerous or ugly aspects of the operation from those you love. In fact, by giving them a role, you help them prepare and they often feel fulfilled by being able to support you. The connection between you can become stronger as you foster inter-reliance. If those close to you become very anxious, contact a Staff Counsellor for advice and support.
          

          
            

            Help your children to understand. Today it is harder and harder to keep information away from children. Try to understand how they imagine your world. Help them understand where you will be going, what your responsibilities will be, and how you plan to stay in touch. Be aware that your children may well have heard or read news about the place to which you will deploy.
          

           

          
            
              B) Practical readiness
            
          

          The underlying principle is that you should not delay your deployment, because the emergency response operation will need you. A few days in a fast-moving operation can make a big difference.

          Prepare and adapt to living and working conditions that are oftentimes very challenging but expected for emergencies.

          Financial and legal matters. It is important to put your financial, legal and daily affairs in order before you leave. Make necessary payments (rent, telephone, etc.) and financial arrangements, e.g. power of attorney, AETNA Life Insurance or similar, draft a last will. It is unlikely you will have time for those during your emergency deployment.

          If you have international debit/credit cards, make sure they are valid. Once you know your location of deployment, ask administrative colleagues on practicalities regarding money withdrawal/advances, so you can plan.

          Health. Make necessary routine medical check‐ups (dentist, ophthalmologist, etc.). If you take any medicines, make sure you bring them with you for the duration of your mission. Ensure your Periodic Medical Examination (PME) and vaccinations are up to date. Once you know where you are deploying to, obtain a mission medical clearance.

          Passport. Make sure your passport (and UNLP if applicable) is at hand and valid for at least 18 months (or for at least six months after the end of your planned mission). The receiving operation will advise you on visa procedures applicable to the country to which you are deploying.

          Family and friends. Being away from home for a long mission may have an impact on you, and also on your family and friends. You should keep the people close to you well informed and prepared for your departure. Make necessary arrangements for your family/friends (school, babysitter, housekeeper, etc.). Don't forget about your pets!

          Home-security and maintenance: Make arrangements beforehand to ensure adequate security of your home while you are away on a mission. Ensure that all concerned in your parent duty station are aware of your long absence – the team and colleagues, the guard at your home, etc.

          Arrange your backup: Identify and organize backup arrangements for the duration of your mission in your parent duty station to allow for a handover at short notice. This should be discussed with your supervisor(s).

          
            
              Packing tips:
            
          

          
            	
              
                Start packing early: do not wait until the last minute;
              

            

            	
              
                Use small and large bags. Depending on security at your mission duty station, you might be required to have an emergency bag ready;
              

            

            	
              
                Shop for camping equipment, clothes, etc.;
              

            

            	
              Check the weather and living conditions and bring appropriate clothing/equipment, e.g., raincoat and boots, thermal clothing, sun hat, flip flops, etc. For UNHCR visibility clothing, please check the UNHCR Shop;

            

            	
              
                UNHCR staff will always deploy with their laptop and phone received at parent duty station;
              

            

            	
              
                Take an inventory with you in case your bag gets lost;
              

            

            	
              
                If possible, reach out to a colleague already working in the location of your deployment and ask them for quick tips on the practical aspects of everyday life and what is available to buy locally. 
              

            

          

          
            
              Packing ideas for deep field locations:
            
          

          
            	
              
                Mosquito dome and mosquito repellent;
              

            

            	
              
                Sleeping bag;
              

            

            	
              
                Ear plugs, sleeping mask;
              

            

            	
              
                Water purification bottle with integrated filter;
              

            

            	
              
                Micropur tablets;
              

            

            	
              
                Kitchen utensils (Camp-A-Box), thermos;
              

            

            	
              
                Multi-tool, LED (head) lamp, whistle;
              

            

            	
              
                Sewing kit, waterproof matchbox, compass, fire steel lighter;
              

            

            	
              
                Set of cleaning sponges;
              

            

            	
              
                TSA approved padlock with code;
              

            

            	
              
                Mosquito coils with holder.
              

            

          

          
            
              C) Situational preparedness
            
          

          It is important that you familiarize yourself with the operational context you will be working in. If you already have a UNHCR email, you can access the relevant Emergency Risk & Preparedness Overview (opens in a new tab). Ask the country operation for the relevant Contingency Plans.

          In addition, you can consult the UNHCR Operational Data Portal, Intranet and the Global Focus website to read the latest internal and external updates to familiarize yourself with the operation as much as possible before you arrive. Also visit ReliefWeb Response (opens in a new tab) for overall UN products and updates from other agencies. Please familiarize yourself with the terms of references for the mission and do as much research as possible ahead of your arrival.

          Ask for security and administrative briefings immediately upon arrival and operational briefings relevant to your function by your manager and relevant colleagues. If you have not yet received your terms of reference, ask for them. 

        

      

      
        Packing tips

        
          
            6 ID size photos

          

          
            Passport, UNLP, Vaccination card, blood type card

          

          
            Personal Medical Kit, incl. contraception, condoms, tampons and sanitary supplies

          

          
            Cash

          

          
            Email yourself a copy of the important documents

          

          
            Toiletries, sunscreen, sun blocker, lip balm, sun cream, wet wipes, hand sanitizer, etc.

          

          
            Thin towel

          

          
            Second pair of glasses

          

          
            Penknife, string, clothes pegs

          

          
            Strong rubber gloves

          

          
            Alarm clock/ watch

          

          
            Small pocket mirror

          

          
            Music and books

          

          
            Bin liners to line your suitcase so that clothes stay dry

          

          
            Superglue and plastic/ metal hooks

          

          
            Treats for you to make yourself feel good, for instance your personal pillow

          

          
            Well adapted hat

          

          
            Flashlight & batteries/ hand powered battery charger, power bank, adapter, multi‐purpose knife

          

          
            Earplugs and sleep eye goggles

          

          
            First aid kit. Include “Second skin” to cover blisters on your foot (available in pharmacies)

          

          
            Bring dried fruits, biscuits, energy and cereal bars, instant coffee, favorite tea bags, etc.

          

          
            Doorstop wedge

          

        

      

      
        Learning and field practices

        
          
            
              The eLearning module Emergency deployment - Pre-departure and Arrival is part of the Baseline Package of the Workshop of Emergency Management (WEM) and available to the whole workforce in Workday.

            

          

        

      

      
        Links

        
          ReliefWeb Response
          Situations (unhcr.org)
          Emergency Preparedness and Response Portal - Home (sharepoint.com)
        

      

      
        Main contacts

        
          UNHCR has posted staff counsellors in every region, who are available for psychological preparation. You have access to the list of Staff Counsellors on UNHCR Wellbeing Platform: https://wellbeing.unhcr.org/my-wellness-team

If you prefer to discuss your preparation with an external mental health professional, the Psychosocial Wellbeing Section can refer you to one, free of charge for UNHCR staff. If you select your own psychological adviser, you will be expected to pay his or her fee, which will not be reimbursable.

          Emergency Handbook Unit in the Division of Emergency, Security and Supply (DESS): HQEMHAND@unhcr.org

        

      

    

  
    Code of Conduct

    
      17 July 2025

      
        Key points

        
          	
      Encourage personnel to practice and apply the values and principles of UNHCR's Code of Conduct

          	
      Be a role model for ethical behaviour

          	
      Inform displaced and stateless persons about the Code of Conduct so that they know how UNHCR's personnel and partners are expected to carry out their duties to the highest professional standards

          	
      Ensure that all UNHCR personnel, and where possible and as good practice, staff in partner organizations as well, receive training on the Code of Conduct




        

      

      
        Overview

        
          The UNHCR Code of Conduct entered into force in 2002. Its creation was largely triggered by the recommendations of two reports, on the Balkans (1995) and on West Africa (2001), that examined gender-based violence (GBV) committed in refugee camps by personnel of UNHCR and partner organizations. The recommendations spurred the UN to codify and improve standards of ethical conduct in UN agencies, including UNHCR. The Code of Conduct (the Code) establishes principles and norms of professional and personal behaviour with which all colleagues are expected to comply. Together with the UN Charter and UN Staff Rules and Regulations, the Code promotes and upholds high standards of integrity that must be respected if forcibly displaced and stateless persons are to be properly protected and assisted. A colleague who fails to comply with the Code may commit misconduct if, by act or omission (taking the circumstances into account), he/she/they violate a staff regulation or rule. UNHCR's ethical approach seeks to build a values-based organisational culture that connects the personal values that drive colleagues to work with UNHCR, with the values of the UN Charter that the Code reflects.

        

      

      
        Relevance for emergency operations

        
          To manage and implement an emergency response, an operation is likely to recruit many new personnel at short notice and conclude many new project partnership agreements. Especially in the urgent and stressful environments of emergency operations, it is critical to make sure that all personnel (staff and affiliate workforce) are familiar with the Code of Conduct, that they are aware of ethical decision making and use the Code of Conduct as the basis for any decision. To do this, personnel need to be aware of their own behaviour and its impact on others, be active bystanders, and know how to recognize and report possible misconduct. We need to be mindful that stress or a stressful environment makes us especially vulnerable to taking unethical decisions. We have a duty to be particularly attentive to our blind spots, our unconscious biases and triggers, and to stop, pause and reflect before we take critical decisions. The Code highlights that, irrespective of age or grade, all UNHCR personnel are personally and collectively responsible for maintaining a harmonious working environment. The Code is also an important tool in UNHCR's efforts to support dialogue and promote a ‘speak up' culture.

        

      

      
        Main guidance

        
          Every operation must hold the annual, mandatory, Code of Conduct Dialogue (CoCD) sessions for all personnel and ensure that new personnel and partners in particular are introduced to the Code. While there is no requirement within UNHCR's polices/procedures or within partnership agreements to organize UNHCR's Code of Conduct Dialogue sessions for partners, this remains good practice. (According to section 18 of the Partnership Terms for 2025 and onwards available on the Partnership Framework Agreement (PFA) – United Nations Partner Portal (unpartnerportal.org), the Partner must establish, maintain and implement policies and processes that ensure the highest ethical and professional standards. At a minimum, the Partner must have each of the following elements in place: a code of conduct and a prohibition of Misconduct, a complaint mechanism, equal opportunities and prohibition of child labor and exploitative labor, prohibition of sexual exploitation and abuse and the abuse of children, and  whistleblowing protections.)

          A CoCD facilitator is expected to facilitate the CoCD and the Ethics Office needs to be informed of who the CoCD facilitators are for a given operation.

          When new personnel are hired, a Code of Conduct induction training should be provided as soon as possible. All personnel need to understand and comply with the Code, because officially and unofficially they will represent or be perceived to represent UNHCR. Since detailed screening of new personnel and partners is often limited during emergencies, dialogues on the Code provide opportunities to familiarize new personnel with UNHCR's principles and values.

          UNHCR recommends that specific inductions on the Code should be given to groups or individuals; these should be separate from, and additional to, annual CoCD sessions. An induction should explain the Code and serve as an opportunity to discuss issues that are especially related to the operation in question. To cover the ground thoroughly, CoCD should last for at least half a day. If possible, a senior member of management should attend the session, to stress the importance of the Code or answer questions about its application.

          Inductions can be led by the COCD facilitator(s) or any colleague familiar with the Code, and should be based on available material, including, but not limited to, information on the Code of Conduct nine principles, protection against retaliation, conflict of interest, and ethical decision-making.  COCD materials are hosted on the Viva Engage Community for Code of Conduct Facilitators.  If not already members, facilitators can request access directly or by contacting the Ethics Office.

          If an induction session is not feasible, hiring managers should ensure that Code of Conduct materials are included in the induction package that new personnel receive; that new personnel sign their commitment to uphold the Code; and that the signed commitment is placed in their personnel file. All personnel, and especially new colleagues, should receive a self-study package that includes the:

          
            	Code of Conduct (available in 11 languages)

            	
              Explanatory Notes
            

            	
              Where to go for help? (unhcr.org)
            

            	
              SpeakUp Helpline (unhcr.org)
            

          

          All personnel and especially new colleagues should also be encouraged to raise any questions and concerns they have about the Code and its application with experienced colleagues or the Ethics Office.

          Displaced and stateless persons should also be informed about the Code of Conduct, because they are in a better position to detect, denounce and report abuses and improper conduct if they know what behaviour is expected of UNHCR personnel and partners.

          
            Summary of guidance and/or options
          

          The Ethics Office provides confidential advice and guidance on standards of conduct and application of UNHCR's Code of Conduct. It administers the COCD programme, and also manages the Protection against retaliation (whistleblower) policy and the UN Financial Disclosure Programme.

        

      

      
        Links

        
          Ethics Office's Intranet Page
          Code of Conduct booklet and explanatory notes 
          Viva Engage Community for Code of Conduct Facilitators
          Protection against Retaliation
          Guidance on Ethical Dilemmas 
          Annual Financial Disclosure Programme
          SpeakUp Helpline
          Where to go for help
        

      

      
        Main contacts

        
          UNHCR Ethics Office. At: hqethics@unhcr.org

           

        

      

    

  
    Departure Handover and Return

    
      04 February 2025

      
        Key points

        
          	
      DO consider which information will help your successor to step into the job seamlessly and continue the specific tasks that support the operation

          	
      DO start compiling documents, emails, other information from arrival and fill in the handover template as you go, to avoid the handover becoming a burden at the end of the mission

          	
      DO NOT schedule a handover briefing after departure but provide your contact details and offer to answer specific inquiries

          	
      DO arrange a farewell gathering to mark the completion of your mission, to reflect on the experience and give thanks for the support

          	
      DO anticipate your return home and to your regular duties and plan to take a break after departure to ease the transition

        

      

      
        Overview

        
          A well-organized handover ensures that work continues with minimal interruption after a change of incumbent.  It is considered good practice to compile a file or folder with essential information such as back­ground material, key documents and a list of contacts, for an incoming manager to understand the job, the specific concerns and to connect with the right people.  This ‘package’ is especially valuable if the handover cannot be conducted in person, and it can be complemented well with a Teams call.  

          The period of handover is also the time to prepare for departure and re-entry into regular life and work.  The transition from a high-pressure emergency assignment to the regular environment should not be neglected and given some thought to prevent taking the stress home.

          This section compiles recommendations on handover and return after emergency missions.

        

      

      
        Relevance for emergency operations

        
          In fast moving emergency operations, a structured handover is particularly important to avoid losing valuable time in the transition between two position incumbents.  If there is no overlap of current and new incumbent, the information regarding the specific job must be transmitted through other means, foremost as paper and electronic files and documents.  A file with key documents and reading material will benefit a successor in taking over the function quickly and continuing to support the emergency operation effectively.  Ideally, the handover file should be made available even before arrival, through email or by providing a link to an online folder, to save time and give a head start to the new incumbent.  Offering a Teams call after sharing the handover file to answer specific questions will enhance the quality of the handover.

        

      

      
        Main guidance

        
          
            Handover
          

          An organized handover is an essential part of a successful mission. It should not be seen as a one-time action but builds on continued, mutual interaction with colleagues, including non-ERT and local colleagues who remain.  In case there is no successor in an international capacity, the handover and transition could be done to a national colleague, or responsibilities could be distributed to two or more staff (do not assume that the colleagues already know all details of the job you performed).  

          If a personal handover is feasible, schedule an introduction of the new incumbent through face-to-face meetings with internal and external counterparts.  This effort will pay off since personal meetings are usually more effective in establishing rapport and trust.

          If there is no overlap of incumbent and successor, the incumbent should inform internal and external counterparts personally or in writing of the incoming replacement with name (if known) and function ahead of the arrival and encourage welcome and support.  

          In case too many constraints prevent the compilation of a handover package, arrange at least a Teams call with the successor to brief him/her on essential points and contacts. Do so before departure. Experience shows that, once personnel departed and returned to their regular job, other priorities take over and there is less time and inclination to provide a constructive handover.  

          
            Recommended content of a Handover Note
          

          
            	Description of duties during the mission (which may differ from the standard job description)

            	ReadMe file with key documents, reference material

            	List of recurring meetings to attend

            	List of reporting duties and deadlines

            	Note on projects and reports worked on and completed

            	List of projects in progress, with status update and priorities, challenges, contacts of partners

            	Recommendations

            	Other observations, miscellaneous

            	Contact list of external counterparts, stakeholders, with brief assessment if possible

          

          The ReadMe file is best compiled as part of regular work by saving relevant documents and files in a dedicated online folder that can then be made accessible to a successor.  Even in the digital age, physical files with originals or hard copies of key documents (e.g. signed contracts) are kept and should be included in the handover.

          The same approach helps with producing the handover note. That way these tasks do not turn into an extra burden during the stressful departure period.  Share the link to the ReadMe file and the handover note with your supervisor. A sample handover note template is annexed to this entry.

          Last but not least, complete departure formalities and leave contact details (phone, email) for possible inquiries later on.  Departure formalities include returning corporate equipment (mobile phone and SIM card, laptop, radio, etc.) and signing off on the custodian sheet, submitting UN and other ID cards, and settling all payments and obligations.

          
            Return
          

          While you are looking forward to returning home, the departure can be stressful and transition back to normal life challenging.  It can be difficult to let go of the emergency operation, leave the team and end the commitment.  The needs continue but must be addressed by someone else, and a successor taking over the job means we become aware that we are replaceable.

          Mark the conclusion of your mission with an informal gathering of colleagues to reflect on your experience, your contribution to the operation (professional and personal) and to say goodbye and thank you.  Inform also external counterparts of your departure and thank them for their cooperation and support.

          In case of a mission to an E or D Duty Station, arrange post mission debrief with Psychosocial Wellbeing Section and schedule the mandatory CTO right after the mission to create a ‘buffer zone’ during which to take time for yourself and re-establish your normal routine. If not entitled to CTO, request AL to take a break.

          You are looking forward to family and friends whose life continued in your absence.  By staying in touch online, the gap created by the separation and distance can be bridged to some extent but perhaps not fully.  Visualize your return, the expectations of your loved ones as well as your own.  You will want to tell of your experience but not all of it may be suitable for sharing.  Consider taking difficult things that cannot be shared with family and friends to a professional counsellor in order not to suffer a negative impact over time.

          Colleagues will expect the ‘old’ you to return and to step back into your role fully and shoulder responsibilities as before.  Ask colleagues and your supervisor for their consideration if you need time to re-adjust. If you find re-entry into your regular work and life difficult, it can be an indication to seek professional counselling and advice.

        

      

      
        Checklist

        
          
            Collect relevant job-related information and documents in an online folder during your deployment to serve as a ready-made handover file at the end of the mission.

          

          
            Consider which information helped you (or would have helped) on arrival when compiling the package for your successor.

          

          
            Review the handover note template for guidance on which kind of information to provide.

          

          
            If it is not possible to meet in person, arrange a Teams call to brief your successor, preferably before your own departure.

          

          
            Inform internal and external counterparts of your departure and ask to support your successor.

          

          
            A farewell gathering to say thank you and goodbye contributes to the return preparation.

          

          
            Stay in contact with family and friends during your absence while bearing in mind that their life continues separately, and reuniting may take some effort.

          

          
            Make sure to attend the post mission PWS de-brief and take the mandatory CTO break or request AL after emergency mission to ease the transition back to regular life.

          

          
            Seek professional support if you find it difficult to adjust after returning home.

          

        

      

      
        Annexes

        
          
            
              
                UNHCR, Handover Note template, 2024
                
                  

                

              

            

          

        

      

      
        Main contacts

        
          
            Psychosocial Wellbeing Section
          

          
            Medical Section
          

        

      

    

  
    Death of a staff member

    
      21 January 2025

      
        Key points

        
          	
      When a staff member dies, it is important to inform key actors in the operation, the Bureau and at HQ as soon as possible




          	
      When following the necessary administrative procedure, do so with particular sensitivity

          	
      Cooperate with local authorities to obtain the death certificate and other documents as needed

          	
      If the death is due to an accident or unclear circumstances, senior management in cooperation with the FSO need to be involved in the case

        

      

      
        Overview

        
          When a staff member dies in service, this comes as a shock to family and colleagues. It is important to handle the situation with tact and empathy while completing the necessary administrative procedures.

          Inform immediately key personnel of the operation (Representative, senior management, HR, Admin, FSO) and the Bureau, Personnel Administration Section (PAS, upon the death of an International Staff Member), Medical Services (MS) and Psychosocial Wellbeing Section (PWS).

          PAS Offboarding team can be approached for advice and guidance about the obligatory administrative actions to be taken in connection with the staff member’s demise and PWS will support the family with advice on how to deal with their loss. PWS can also support staff in the operation in dealing with the loss of a colleague.

          However, should the death involve suspicious or unclear circumstances or occur as a result of an accident or a malicious act, the senior UNHCR officer shall manage the case and coordinate with the Office of the United Nations Security Coordinator, involving the UNHCR Field Security Officer (FSO). The Office of the Security Coordinator shall exercise overall authority until the investigation is concluded.

        

      

      
        Relevance for emergency operations

        
          Taking immediate action is of crucial importance, especially as regards the staff member’s possible survivors and their entitlements as part of the organization’s Duty of Care.

        

      

      
        Main guidance

        
          
            
              A - Practical Steps
            
          

          
            Internal
          

          Death of a Local Staff Member – notify immediately the Regional Bureau, Senior HR Partner as well as Global Payroll Section. PAS Offboarding team at Offboarding@unhcr.org / via Workday can be approached for advice and guidance.

          
            Death of an International Staff Member
          

          1) Convey key information as listed below to DHR/PAS Offboarding (Offboarding@unhcr.org or via Workday ), copying relevant actors (Regional Bureau, Payroll, Senior HR Partner, PWS, MS) by email, including the following information:

          [immediate, to all above]

          
            	Staff member's full name, date of birth, nationality.

            	Staff member's functional title, grade, duty station.

            	Date, time and circumstances of death as known.

            	Operation's focal point for further contacts/inquiries.

          

          [as soon as possible, to DHR/PAS Offboarding]

          
            	Name, relation, contact info of family member(s) the operation and PWS/MS are in contact with.

            	Any relevant email exchange with/approval from Medical Section regarding the death and/or body repatriation if applicable.

            	Copy of relevant external documents (death certificate, other).

            	Copy of UNLP and national passport if international staff.

            	Additional information on circumstances of death if applicable (e.g. incident investigation).

          

          2) HR/Admin/Fin/ICT/Security action points (locally)

          
            	Designate a focal point for contacting family/dependents regarding arrangements and support in accessing benefits.

            	If the family are local, make a personal visit to offer condolences and provide any initial assistance that they may require (for example, to complete forms and claims for unsettled medical expenses, etc.)

            	Review the deceased’s workspace to retrieve official documents, STI and assets, keys, ID cards; inventory and store personal items for handing over to the family.

            	Return organization's equipment, keys, IDs to the relevant units against receipt.

            	Review and summarize outstanding local payments or dues.

            	Remove the deceased’s name from the daily security update, mailing lists and other circulars.

            	Keep a record of the actions taken.

          

          
            External
          

          1) Obtain official documents

          
            	Death certificate.

            	Post-mortem medical report, if applicable.

            	Police and UNDSS incident report, if applicable.

            	Official translation, if documents are not issued in a UN language (produce own unofficial translation ad interim).

          

          2) Arrangements

          
            	Identify an agency (funeral home) to prepare and transport the remains (if transport of the remains is required).

            	Undertake the procurement process for these services.

            	Consult the family regarding preparation of the body for transportation (dressing, handling), since such matters can be important for cultural or religious reasons.

            	Consult the family regarding access to the deceased’s private rooms by UNHCR personnel or the funeral home for packing and shipment of personal effects, if applicable.

            	Inquire with the family regarding travel to the location to accompany the body in transit.

            	Cooperate with local authorities and UNDSS in an investigation, if applicable; nominate a separate focal point for this task.

          

          Communication

          
            	Brief the focal points for internal and external communication to ensure they and relevant actors are fully informed and are kept updated.

            	Ensure the family are notified before the information of the death is shared further and externally.

            	Notify staff in the operation officially of the facts as early as possible and appropriately.

            	Ensure the information is accurate to avoid misinformation and the spread of rumors.  

            	Draft a letter of condolence to be signed by the Representative (in addition to the standard letter issued by DHR).

            	The local staff association may inform of funeral arrangements and/or donations to the family.

          

          
            
              B – Benefits and Entitlements
            
          

          The eligibility of the surviving family members for benefits needs to be established according to the applicable regulations and rules. PAS can be approached for advice and guidance on establishing eligibility and advise on the administrative procedure.

          
            Transportation of the Body
          

          GS/NO staff members:

          
            	If the GS/NO staff member died in official travel status, the organization will cover the cost of transporting the body from the place of death to the parent duty station.

            	Should the death occur during Medevac, UNHCR will meet the entire cost of transportation and preparation of the body, including any special coffin required for air transport. In other cases, reasonable costs for the preparation of the body for travel will be met.

            	In addition to the above, the organization will pay the cost of travel of a family member to the mission area to attend the funeral ceremony (or burial) and/or accompany the body back to the parent duty station.

            	Alternatively, the family may request a person to travel in lieu of a family member to accompany the body back to the parent duty station.

          

          INT staff members:

          
            	The organization will cover the cost of transporting the body from the duty station to the Place of Recruitment or Place of Home Leave as per Staff Rule 7.2. The family may request another destination, but the cost met by the organization will be limited to Place of Recruitment or Place of Home Leave.

            	Should the death occur during Medevac, UNHCR will meet the entire cost of transportation and preparation of the body, including any special coffin required for air transport. In other cases, reasonable costs for the preparation of the body for travel will be met.

            	In addition to the above, the organization will pay the cost of travel of a family member to the mission area (subject to security status) to attend the funeral ceremony (or burial) and/or accompany the body back to the parent duty station.

            	Alternatively, the family may request a person to travel in lieu of a family member to accompany the body back to the parent duty station.

            	The above travel entitlements are in addition to any Separation Travel entitlement.

            	The local office should arrange the transportation of the body, including liaison with the funeral home.

          

          Note: UNHCR does NOT offer a lump sum option in lieu of UNHCR arranging transportation of the body.

          
            Funeral expenses
          

          If the staff member dies when he or she is not on official duty, and the death is covered by the UN Staff Mutual Insurance Society (UNSMIS), funeral expenses may be claimed and reimbursed up to the equivalent of CHF 1,000 in local currency. Funeral expenses are not reimbursable under MIP.

          
            UN Memorial and Recognition Fund
          

          The purpose of the Fund is to create a living memorial to United Nations civilian personnel who have been killed in the line of duty and to provide a practical way of helping their families by assisting financially in the education of surviving children.

          Applications should be submitted through a respective human resources or administrative focal point of the employing Organization and shall be received by the designated focal point in the Office of Human Resources Management at Headquarters within 120 days of the incident.

          Note: “civilian personnel” refers to UN staff members and may also refer to individual contractors and consultants if they are covered by the equivalent of appendix D to the Staff Rules.

        

      

      
        Links

        
          HR Policies: Death of Staff Member
          UN Pension Fund / Overview of Survivors’ benefit and booklets
        

      

      
        Main contacts

        
          
            	The Representative, senior management of the operation, supervisor of the deceased, FSO

            	The Bureau

            	DHR/PAS Offboarding at: offboarding@unhcr.org

            	Global Payroll Section at: hqpy00@unhcr.org

            	DHR/Psychosocial Wellbeing Section. at: hqsw00@unhcr.org.

            	Medical Services, at hqms00@unhcr.org  (in copy)

          

        

      

    

  
    Danger pay

    
      20 October 2025

      
        Key points

        
          	
      Danger Pay is authorized for deﬁned periods for a particular duty station, normally for periods of up to three consecutive months and payable to internationally and locally recruited staff members holding an indefinite, fixed-term, continuing or temporary appointment

          	
      It is not payable for days spent away from the duty station on annual leave or any type of special leave or teleworking

          	
      Danger Pay is payable for time spent away from the duty station up to a maximum of seven consecutive days on Rest & Recuperation, including travel time, and/or on missions including weekends and holidays

          	
      Danger Pay does not apply to Affiliate Workforce including individual contractors. Separate provisions, however, apply in respect of UN Volunteers

        

      

      
        Overview

        
          Danger Pay is deﬁned by the International Civil Service Commission (ICSC) as a special, non- pensionable allowance established for internationally and locally recruited staﬀ who are required to work in locations where very dangerous conditions prevail. The Chairman of the ICSC is responsible for authorizing the application of Danger Pay to a duty station based on the recommendation of United Nations Department of Safety and Security (UNDSS) and where applicable also that of the World Health Organization (WHO).

        

      

      
        Relevance for emergency operations

        
          Many duty stations in emergencies are likely to be approved for Danger Pay. The local administration processes payment of Danger Pay to international staﬀ and locally recruited staﬀ who spend any part of one day in a duty station for which the ICSC has approved Danger Pay.

        

      

      
        Main guidance

        
          The ICSC activates Danger Pay, which compensates staﬀ for risks they take during their assignments with the UN. It may be granted to:

          
            	UN staﬀ who, owing to the fact of their association with or employment by an organization of the UN, are clearly, persistently and directly targeted, or whose premises are clearly persistently targeted, presenting an imminent and constant threat to them and their activities.

            	UN staﬀ who are at high risk of harm (collateral damage) in a war or active armed conﬂict, or whose premises are at high risk of collateral damage for the same reason.

            	Medical staﬀ working in unprotected environments who are speciﬁcally at risk because they have been deployed to deal with a public health emergency (declared by the World Health Organization).

          

          Once approved by the Chair of the ICSC, the effective date of implementation is communicated by the ICSC. The Headquarters Liaison and Compensation Unit/HRSS at Headquarters informs UNHCR oﬃces that approval has been granted. Payment is usually authorized for periods of three consecutive months and discontinues on the date when authorization expires.

          
            Payment of Danger Pay
          

          The local administration processes monthly payments to international staﬀ and locally recruited staﬀ who spend any part of one day in a duty station for which the ICSC has approved Danger Pay.

          Local administration has two options for payment of Danger Pay: 1) entry in Workday (WD-MODE) to club the payment with next payroll or 2) through an AP voucher with the staff member as vendor to settle the entitlement directly.  If paid via Payroll, local administration enters the number of payable days in WD-MODE and the system calculates the entitlement.  If paid locally, the monthly daily rate is calculated manually to settle the entitlement.

          A Danger Pay sheet should be created and updated monthly for each staﬀ member who receives Danger Pay, to record payments made and facilitate its calculation.

          The local administration unit, in cooperation with the local HR Unit, may create a system to track the type and duration of staff absences for the purpose of verifying the actual monthly Danger Pay entitlement.

          When on mission status, Danger Pay may instead be payable through the Cloud ERP Travel Request (TR) and where applicable the system will automatically record it on the TR. For more details please consult the relevant section Travel management in emergencies | UNHCR.

          
            Internationally recruited staﬀ
          

          
            	The level of Danger Pay is established at USD 1,698 per month. For periods of less than one month, it is prorated on the basis of 365 days. To calculate a pro rata payment, divide the annual Danger Pay of USD 20,376 by 365 days, and multiply the resulting daily rate (USD55.82) by the number of days that the individual actually spent at the duty station.

            	Danger Pay is not payable for days spent away from the duty station on annual leave or any type of special leave.

            	Danger Pay is not payable for days teleworking away from the duty station, even if teleworking location qualifies for this entitlement as per paragraph 5.19 of PL/2025/02 Policy on Flexible Work.

            	Danger Pay is payable for time spent away from the duty station on Rest and Recuperation (R&R, including travel time), or for time away spent from the duty station on oﬃcial travel (missions) up to a maximum of seven consecutive days (including weekends and holidays that fall within the period).

          

          
            Locally recruited staff, including National Professional Officers
          

          
            	The Danger Pay amount payable to locally recruited staff is calculated based on 30% of the net midpoint of the applicable 2022 General Service salary scale for the country qualifying for Danger Pay as available on the ICSC Danger Pay page.

          

          
            	Add the total net annual salary at lowest level/step to the total net annual salary at the highest level/step (excluding long-service step, if any) of the local General Service salary scale of reference.

            	Divide result of above by 2.

            	Multiply result of above by 30% to obtain the annual rate.

            	Divide result of above by 12, to obtain the monthly rate.

            	Divide result of above by 365, to obtain the daily rate.

          

          
            	Danger Pay is delinked from the applicable General Service salary scale and, until informed otherwise, will not be adjusted in the event of subsequent salary scales revisions.

            	Danger Pay is payable per day of presence at the staﬀ member's duty station qualifying for Danger Pay, regardless of weekends and UN holidays.

            	No deduction from Danger Pay is made for temporary absences from work, provided the staﬀ member remains at the duty station that qualiﬁes for Danger Pay.

            	Staﬀ on parental, annual or sick leave continue to be eligible for Danger Pay, provided they remain at the duty station that qualiﬁes for danger pay.

            	Staﬀ continue to be eligible for Danger Pay during time away from the duty station that is spent on oﬃcial travel (missions), up to a maximum of seven consecutive days (including weekends and holidays that fall within the period).

            	Danger Pay is not payable for days that are spent away from the duty station on annual leave or on any type of special leave.

            	Danger Pay is not payable for days teleworking away from the duty station, even if teleworking location qualifies for this entitlement.

          

          
            UN Volunteers
          

          Danger Pay and hardship entitlements provided to UN staff do not apply to UN Volunteers.  UN Volunteers serving in locations where the living conditions meet the eligibility criteria, as established by UNV methodology, will receive a Wellbeing Differential (WBD) payment.  The purpose of a WBD is to offset the cost-of-living conditions that are substantially below those conditions in what is defined by UNV as a hardship duty station.  The amount of WBD is set by UNV and updated regularly, see table A-O5 in Unified Conditions of Service for UN Volunteers, pro-rated over a 30-day calendar month according to presence at the duty station. The WBD is payable by UNV.   

          
            Individual contract holders
          

          Individual contract holders are not entitled to Danger Pay. However, at a time of fee setting, for individual contract holders serving in hazardous duty stations where Danger Pay is applicable for staff, this aspect may be taken into consideration, and the final fee can be set accordingly.

        

      

      
        Danger Pay – Checklist for payments

        
          
            Check the ICSC site or UNHCR HR Policy - Mobility and Hardship Scheme site where you can find updated lists of duty stations with Danger Pay.

          

          
            Check calculation of Danger Pay for the various categories of personnel.

          

          
            Make sure you are aware when Danger Pay is payable and what the time limitations are.

          

          
            Danger Pay is payable up to a maximum of seven consecutive days away from the Danger Pay duty station on official mission and R&R.

          

          
            Danger Pay is not payable when a staff member is away from the duty station on annual or special leave or under a teleworking arrangement.

          

          
            Consider establishing a tracking system to record and verify absences (type and duration) for the purpose of Danger Pay.

          

          
            For the details check the documents and links carefully.

          

        

      

      
        Policies, Guidelines and Useful Links

        
          
            
              
                
          
      

              

              
                
          
      

              

              
                
          
      

              

              
                
          
      

              

            

          

        

      

      
        Links

        
          ICSC – Danger Pay
          UNHCR HR Policy - Mobility and Hardship Scheme
          Danger Pay
        

      

      
        Main contacts

        
          Contact Headquarters Liaison and Compensation Unit/HRSS, Geneva. At: hqhrss@unhcr.org

        

      

    

  
    Working hours and attendance in emergencies

    
      21 January 2025

      
        Key points

        
          	
      A common work week is set by the local salary scale, which defines the total working hours. The official UN holidays are established at each operation in consultation with the UN Country Team. 

          	
      During an emergency, working hours will likely exceed the standard workday, for which administrative compensation measures exist.  

          	
      Managers should observe duty of care for staff under their supervision regarding excess working hours and time off.

          	
      Locally recruited staff who are required to work beyond normal working hours are entitled to receive compensatory time off or overtime payment.

          	
      Staff deployed on emergency missions are entitled to compensatory time off after the end of mission, not during the mission.

        

      

      
        Overview

        
          Under UN staff regulations and rules, staff must be informed of their working hours and duties of attendance; they are required to respect and adhere to them.  

          This entry provides a short overview of general rules on CTO/overtime payment and focuses on elements important in emergencies.

        

      

      
        Relevance for emergency operations

        
          During an emergency, the workload is high and working hours can be long  for  staff. It is important to note that overtime must still be formally requested and approved before incurred if compensation is expected. Despite the demands of an emergency operation, managers should observe the duty of care for their teams and support sufficient down time.

          For administrative and security purposes, the local Administration and/or Field Security Unit requests updated records of personnel from the HR Unit regularly. It is vital to establish a master personnel list, to record the most important data in one document that is kept confidential, but accessible to key colleagues who work with the information. This should be updated daily, keeping track of the arrival and departure of all personnel in the operation. Alternatively, a separate arrivals/departure list may be maintained online to note staff presence.  

          Administration/ HR Unit, with the help of IT Unit, should establish and regularly update a contact list which should contain the phone numbers, call signs and email addresses of all staff and share with the Field Security Unit. This is essential in emergency contexts. The list should contain only the minimum necessary contact information, if it is shared with other agencies. For sharing UN personnel data with UNDSS, the UNDSS template applies.

        

      

      
        Main guidance

        
          
            General principles
          

          The common work week is set by the local salary scale, which defines the total working hours. Working hours are established for a country, not individual duty stations. Representatives can however modify the working hours, provided they align with the common work week established by the local salary scale.

          When they are recruited or take up their posts, all staff members should be informed of the working hours and official holidays at their duty station.

          In accordance with ILO principles, all staff members must take a lunch break of at least 30 minutes during the regular workday. Working through the lunch break does not constitute overtime.

          Work requested in excess of the established workday or workweek must be authorized in advance in Workday. The authority to approve overtime is with the staff member’s supervisor, who should verify the request in advance.

          Compensatory Time Off (CTO) that is granted, must be taken within four months after the month during which overtime was incurred.

          
            General Service (GS)/Field Service (FS) staff
          

          When GS/FS staff are required to work additional hours, they are entitled to compensation. The first eight hours of overtime per month will be offset with compensatory time off (CTO). For any overtime beyond eight hours in one month, the staff member can choose between CTO and overtime payment (at factor 1.5 of the regular hourly rate, subject to the availability of funds and depending on the practice in that particular operation). Overtime up to 40 hours per month can be compensated (50 hours for drivers). GS staff may not receive payment for overtime when in receipt of mission DSA.

          
            Professional Officer (P/NPO) staff
          

          Staff members in the P or NPO category are entitled to CTO, but not overtime payment, for up to ten days in a 12-month period. However, this is not applicable when eligible for R&R during and/or CTO after completion of an emergency mission.  

          
            Emergency-specific advisory
          

          
            Retro-active approval
          

          Excess work needs to be authorized in advance. Only in situations of emergency may a post-facto approval be permitted.  However, even in emergencies, instances of post-facto approval of overtime should be limited to unforeseen circumstances and based on exceptional consideration.

          
            Overtime budget (ABOD)
          

          Since many GS/FS staff may incur authorized overtime well above the eight hours CTO per month for an extended period and may then request payment compensation, the payable amount can be significant and requires a budget reserve. Resource managers are advised to seek authorization from the Representative and create an ABOD budget for overtime covering the duration of the emergency. Managers and team leaders should be informed whether a budget is available for paid overtime in order to manage staff expectations.

          
            Special Compressed Work Schedule (SCWS)
          

          The SCWS scheme applies automatically to all locally recruited personnel (GS and NPO) in high-risk duty stations, which often exist in emergency operations, with the purpose of mitigating the effects of hardship and stress on local staff. The Representative may also decide to apply SCWS in non-family duty stations of the operation.

          Under SCWS, the number of hours normally worked during ten weeks is compressed into nine weeks by working longer hours per day, followed by a five-day break in the 10th week. Staff must keep a log sheet to record SCWS working hours and have it signed by the supervisor, before submitting to HR Unit for processing. SCWS absence must be recorded in Workday.

          
            Time-off following completion of mission to emergency operations
          

          Staff serving in an emergency operation on mission status for at least two months may be granted, upon completion of the mission, five consecutive days’ time off from work not chargeable to annual leave. If the mission is shorter, the five days are pro-rated. This specific CTO must be taken immediately following the end of the emergency mission.

          The five days CTO following emergency mission are not charged to Annual Leave and do not count towards the total number of 10 days in a 12-month period for P/NPO staff.

          This time off does not apply if a staff member has used R&R and returned to the duty station less than one month before the end of the deployment.

        

      

      
        Checklist: Working hours and overtime

        
          
            As part of onboarding (recruitment or arrival), inform staff of working days and hours as well as official holidays at the location, and of their duty to adhere to them.

          

          
            Inform staff of their entitlement to overtime compensation and the administrative procedure.

          

          
            Remind managers of their duty of care regarding workload and excess working hours of staff.

          

          
            Seek authorization from the budget holder and reserve funds in ABOD for paid overtime. Inform managers whether an overtime budget is available.

          

          
            Check if the emergency operation includes high risk duty stations with SCWS applied to locally recruited staff. If so, inform staff of the entitlement and administrative procedure.

          

          
            Inform international staff on emergency mission to schedule CTO (SLWFP) after departure, not during the mission.

          

        

      

      
        Policies, Guidelines and Useful Links

        
          
            
              
                
          
      

              

              
                
          
      

              

            

          

        

      

      
        Links

        
          Risk Management - Duty of Care, occupational health, safety and security
        

      

      
        Main contacts

        
          Personnel Administration Section/HRSS, Budapest via Workday Case Management.

        

      

    

  
    Rest and Recuperation (R&R)

    
      20 October 2025

      
        Key points

        
          	
      The R&R framework is regulated by the International Civil Service Commission (ICSC)

          	
      R&R is an important measure to help colleagues protect their mental and physical health when working in dangerous and isolated conditions 

          	
      R&R grants ﬁve days of absence, excluding travel time, which is not charged to annual leave

          	
      UNHCR covers the cost of travel and arrangements may be agreed to pay this amount in a lump sum

        

      

      
        Overview

        
          R&R is a UN Common System entitlement deﬁned by the ICSC. R&R is a measure to protect the health and wellbeing of staﬀ and to enhance work-life balance. It enables international staﬀ to take a break from hazardous, stressful, diﬃcult and isolated working and living conditions.

          Implementation of R&R begins as soon as an oﬃce is established and a temporary classification is granted by the ICSC to the duty station where international staﬀ are assigned, or when a staff member is assigned to a duty station where the R&R is already established.

          The HR Network Standing Committee on Field Duty Stations (known as HR Field Group) monitors the frequency of R&R and determines the designated destinations and reviews lump sums for travel to ensure harmonization among the UN offices present at the location.

          The UN Country Team may propose to the HR Field Group a lump sum payment for air travel from the duty station to the designated R&R location based on the lowest fare, economy class by the cheapest and most direct route.

        

      

      
        Relevance for emergency operations

        
          Many duty stations in emergencies are likely to be approved for R&R. This entry describes who is eligible for R&R and provides a high-level overview of conditions and related entitlements. This entry also gives guidance on how to take R&R, destination and combination with other travel and absences. It is important that operations/managers support colleagues to use R&R to safeguard their health and wellbeing.

        

      

      
        Main guidance

        
          
            Eligibility
          

          
            	Internationally recruited staff members including Field Service category, appointed, assigned or on travel status to a duty station approved for rest and recuperation are entitled to R&R.

            	Locally recruited staff members on travel status to the duty station approved for rest and recuperation, provided the duty station is in a country other than the country of their assignment, are entitled to R&R.

            	International UN Volunteers may be provided opportunities equal to international UN staff members for R&R, as determined by UNHCR. R&R is administered by the concerned Country Operation, including processing travel authorizations, payment of an advance, and settlement of travel claims. UN Volunteers who receive an R&R entitlement are bound by the administrative instructions of UNHCR regarding the entitlement and must also comply with the R&R cycle period. The cost related to R&R is not part of the normal cost of fielding the UN Volunteer and must not be deducted from any UNV entitlements.

            	International contractors and consultants are given time off for rest and recuperation in duty stations where R&R is available to UNHCR staff members. International contractors and consultants are also granted, when applicable, travel payment up to cost of travel to designated R&R location according to the terms of their contracts.

          

          
            Frequency
          

          The frequency of R&R in particular duty stations is determined by the degree of risk, using criteria set by the ICSC.

          Every 4 weeks in very exceptional cases can be approved by the Chair of the ICSC, at the recommendation of the Human Resources Network of the United Nations System Chief Executives Board for Coordination.

          Every 6 weeks in extreme situations. Applies to:

          
            	Very dangerous locations where staﬀ are directly targeted as a result of their association with the United Nations or where premises are targeted, causing imminent threat to staﬀ.

            	Locations where a war or active armed conﬂict puts staﬀ at high risk of being harmed (collateral damage).

          

          Every 8 weeksfor all non-family or restricted duty stations. Applies to:

          
            	All duty stations declared by the Department of Safety and Security to be restricted (no eligible dependants permitted) for security reasons.

            	All duty stations designated as ‘non-family' by the Chair of the ICSC.

          

          
            Every 12 weeksfor duty stations with a high level of hardship. Applies to:

            
              	Duty stations outside the capital that have a hardship classiﬁcation of D or E.

              	In exceptional cases, category E capital cities.

            

            
              R&R destination and travel costs
            

            Eligible personnel may undertake R&R travel to any location of their choice, provided it oﬀers the required degree of rest and security.  Regardless of the destination chosen, the organization’s financial responsibility is limited to the transportation costs between the duty station and the designated rest and recuperation destination.

            When R&R is taken, UNHCR will pay for travel at the lowest fare, economy class, by the cheapest and most direct route from the duty station to the designated R&R destination. DSA and terminal expenses are not payable in connection with R&R.

            
              Qualifying service
            

            
              	Staff members already present at a duty station newly approved for rest and recuperation shall begin to accrue qualifying service from the effective date of the approval.

              	Staff members accrue qualifying service from the date on which staff member arrives at the duty station or the R&R cycle is implemented and again from the date on which they return to the duty station after an absence on R&R or another absence of more than three days.

              	Qualifying service is:	suspended when travel on official business is to a duty station that is not approved for rest and recuperation. When qualifying service has been suspended, accrual will resume from the date on which the staff members return to the duty station approved for rest and recuperation.
	interrupted when staff members are absent from the duty station approved for rest and recuperation for more than three consecutive or cumulative working days on any type of authorized leave, whether taken separately or in conjunction with official business travel. When qualifying service has been interrupted, any service accrued prior to the interruption shall be forfeited and accrual commences (i.e. starts from zero count) upon the staff members’ return to the duty station approved for rest and recuperation. Travelling outside of the duty station during the weekend does not interrupt the qualifying service.



            

            
              Timing of R&R and combination with other travel or absence
            

            
              	R&R must be taken within 30 calendar days following the completion of the qualifying service. This period may exceptionally be extended by another 30 days, if the exigencies of service require so. R&R will be forfeited if the staff member does not take it within the prescribed period.

              	R&R may be taken in conjunction with weekends, official holidays, annual leave, certified sick leave, uncertified sick leave authorized in relation to family-related emergency, and travel on official business.

              	When R&R is combined with travel on official business, the lump sum payment is not applicable.

              	R&R cannot be taken in conjunction with uncertified sick leave, home leave, family leave, parental leave, special leave, reversed education grant or medical evacuation travels.

            

            
              How to request R&R
            

            Rest and Recuperation is managed in Workday. Staff members must submit first an absence request to be approved for time off and a separate travel request to receive a ticket. More information in the  Request Absence SOP point 10: Rest and Recuperation and in the Request Travel in Workday Job Aid.

          

        

      

      
        R & R Checklist

        
          
            Use R&R within the 30 days after you have qualified for it.

          

          
            As a manager, support your team to take R&R.

          

          
            Remember that R&R is an official absence and travel managed in Workday.

          

          
            Check the attached documents and links for specific details.

          

        

      

      
        Policies, Guidelines and Useful Links

        
          
            
              
                
          
      

              

              
                
          
      

              

              
                
          
      

              

              
                
          
      

              

            

          

        

      

      
        Links

        
          ICSC – R&R
          UNHCR HR Policy - Mobility and Hardship Scheme
          UNHCR HR Policy - R&R
        

      

      
        Main contacts

        
          If you have any queries, please create a case in Workday and select the appropriate case type.

        

      

    

  
    Administrative medical support for staff

    
      10 September 2025

      
        Key points

        
          	
      As administration/ human resources cross-check if required medical aspects are in place for staff

        

      

      
        Overview

        
          In an emergency operation, it is recommended at the onset to revisit and review specific medical aspects from an administration and human resources side. This is to ensure medical care is available to staff and to prepare for possible required medical access and interventions as part of UNHCR's duty of care towards our staff.
It is particular important when the workforce rapidly increases during the emergency or when opening an office.

          
            	Cross-Checking Medical Aspects: The administration/human resources department should cross-check and verify if all required medical aspects are in place for staff members. This includes ensuring that staff have undergone necessary medical clearances and assessments before deployment or work assignments.

            	Medical Clearances: Ensuring that all staff members are medically cleared to work in their respective roles.

            	Insurance Coverage: Verifying that staff members have valid insurance coverage, including occupational health insurance, is crucial to providing them with necessary medical support during emergencies and health-related incidents.

            	Access to Medical Resources: Ensuring that staff members are aware of and have access to healthcare facilities and emergency medical services is vital for prompt medical attention when needed.

            	Support and Assistance: The administration/human resources department should provide support and assistance to staff members in navigating medical requirements and accessing necessary medical resources.

            	Communication and Awareness: Clear communication and raising awareness among staff about available medical support and resources are essential for their well-being and preparedness in case of medical emergencies.

            	Compliance with Policies: Ensuring that all medical support provided to staff aligns with the organization's policies and guidelines is crucial for maintaining a safe and compliant work environment.

          

        

      

      
        Relevance for emergency operations

        
          Administrative medical support for staff is a critical aspect of ensuring the health, well-being, and safety of employees within UNHCR Emergency Operations. It involves verifying and ensuring that all necessary medical aspects are in place for staff members, including medical clearances, insurance coverage, and access to medical resources.

        

      

      
        Main guidance

        
          ﻿Description and /or specifics

          Below is a short check-list for the administration/ human resources to consult in emergencies:

          
            	Ensure staff is only deployed with a valid insurance (pay specific attention to Affiliate Workforce (AWF).

            	Maintain a list of insurances and corresponding contact persons. Know the emergency contact for insurance coverage. Update regularly.

            	Know how to deliver a Letter of Guarantee (LoG) in case of emergency. The Letter of Guarantee allows the staff to be admitted to hospital in emergency context.

          

          In emergencies, the administration/human resources team plays a critical role in ensuring the well-being and support of staff members. Below is a short checklist for administration/human resources to consult during emergencies:

          
            	Valid Insurance Coverage: Ensure that all staff members are deployed with valid insurance coverage. Pay specific attention to Affiliate Workforce (AWF) and verify that their insurance is up-to-date and applicable for emergency situations.

            	Insurance Contact List: Maintain a comprehensive list of insurances held by staff members, along with the corresponding contact persons for each insurance provider. This information should include emergency contact details for quick communication during crises.

            	Update Information Regularly: Keep the insurance contact list up-to-date by regularly verifying and updating insurance details. This ensures that accurate and current information is available during emergencies.

            	Letter of Guarantee (LoG): Familiarize yourself with the process of delivering a Letter of Guarantee (LoG) in case of emergencies. The LoG serves as a commitment from the organization to cover medical expenses and allows the staff member to be admitted to a hospital in emergency situations. (See letter of guarantee text sample below)

          

          By following this guidance and having the necessary measures in place, the administration/human resources team can better support staff during emergencies and ensure they have access to appropriate medical care and insurance coverage. This proactive approach to emergency preparedness contributes to the overall safety and well-being of staff members during critical situations.

          ﻿﻿﻿﻿﻿﻿- For UNSMIS the procedure must be done through the 24/7 emergency helpline: Toll-free number +1 833 569 8740, collect call number ﻿﻿﻿﻿﻿﻿+1 819 569 8740. More information you find on the UNSMIS webpage.
﻿﻿﻿﻿﻿﻿- For MIP: contact your local MIP administrator who will able to assist you with the LoG and direct contact with local hospital.

          
            	Maintain a list of family members and emergency numbers of all staff. Update regularly.

            	Be sure all staff are medically cleared. Pay attention to local recruitment (driver's medical clearances, TA contracts with less 3 months)

            	Support the Head of Office/ Team Leader in identifying the nearest health care facilities and ensure staff is aware of its location and contact.

            	Know the contact details for

          

          ﻿﻿﻿﻿﻿﻿- Health facilities
﻿﻿﻿﻿﻿﻿- Local air ambulance
﻿﻿﻿﻿﻿﻿- Road ambulance
﻿﻿﻿﻿﻿﻿- UN designated physician

          
            	Ensure in liaison with FSS a medical evacuation plan is in place and be familiar with the AI and SOP on the medical evacuation plan. For details, please see entry "Medical Evacuation (staff)﻿".

            	Ensure PEP kits are available in every office and staff are aware whom to contact to receive them. Check the expiry dates. You can contact the UNHCR Medical Section for sending PEP Kits urgently.

            	Ensure medical first aid kits are available in every office and staff are aware of their location. Check the expiry dates.

            	Procurement of basic hygiene items stock (masks, hand sanitizer and disinfectant) to ensure they are available to staff in sufficient quantities

            	Be familiar with and implement the Occupational Health and Safety

          

          If there is a guest house, comply with the minimum standards for accommodation.

          
            	Contact Information: Ensure staff have access to the emergency helpline and relevant contact numbers for medical assistance and support during emergencies. This includes toll-free and collect call numbers for the emergency helpline.

          

          
            UNSMISS Emergency Helpline.
          

          For MIP: contact your local MIP administrator who will able to assist you with the LoG and direct contact with local hospital.

          
            	Family Members and Emergency Numbers: Maintain a list of family members and their emergency contact numbers for all staff members. Keep this information updated regularly to ensure effective communication during crises.

            	Medical Clearance: Ensure that all staff members are medically cleared to work in their respective roles. Pay special attention to local recruitment, such as driver's medical clearances and contracts with a duration of less than three months.

            	Awareness of Healthcare Facilities: Support the Head of Office/Team Leader in identifying the nearest healthcare facilities, and ensure that all staff are aware of their locations and contact information.

            	Contact Details: Know the contact details for various medical services, including health facilities, local air ambulance, road ambulance, and UN designated physician.

            	Medical Evacuation Plan: Liaise with the FSS (Field Security Section) to have a medical evacuation plan in place. Be familiar with the AI (Administrative Instruction) and SOP (Standard Operating Procedure) for the medical evacuation plan.

            	PEP Kits and First Aid Kits: Ensure that PEP (Post-Exposure Prophylaxis) kits and medical first aid kits are available in every office, and staff members are aware of their location. Regularly check the expiry dates and replenish the supplies as needed. PEP kits are usually owned and distributed by UNDSS.

            	Basic Hygiene Items: Procure a stock of basic hygiene items, such as masks, hand sanitizers, and disinfectants, to ensure they are available in sufficient quantities for staff members.

            	Occupational Health and Safety: Be familiar with and implement Occupational Health and Safety measures to ensure a safe working environment for staff.

            	Guest House Standards: If there is a guest house, comply with the minimum standards for accommodation to ensure the safety and well-being of occupants.

          

        

      

      
        Links

        
          Risk Management Tool Duty of Care OHS Security
          Emergencies & Medical Evacuations (unhcr.org)
        

      

      
        Main contacts

        
          
            24/7 MEDICAL SECTION EMERGENCY CONTACT: +41227397399
          

          For immediate support call your local emergency numbers provided to you during your orientation.

          
Please consult the UNHCR intranet for Medical Service contact details at HQ and in the Regional Bureaus.

          
            
               

            

          

        

      

    

  
    Medical evacuation (staff)

    
      22 October 2024

      
        Key points

        
          	
       Save emergency contacts on your mobile phone now  

          	
       Medical Service needs to be involved in medical evacuations of staff from the start  

          	
       Medical information is CONFIDENTIAL and should not be kept in personnel files

        

      

      
        Overview

        
          Over a third of UNHCR staff work in non-family duty stations, where isolation and difficult access to adequate medical services are prevalent working conditions. UNHCR, through its Staff Health and Welfare Service (SHWS) in the Division of Human Resources (DHR), aims to ensure that all staff members, regardless of location or grade, have access to essential health care – available either locally, or as close to their duty station as possible. Despite efforts to reduce health risks, medical evacuations are sometimes unavoidable. UNHCR provides a clear statement of procedures and support to staff members who require Medevac on Emergency deployments, as a crucial aspect of ensuring the health and safety of personnel working in high-risk and remote locations. Emergency deployments can involve challenging environments and potential hazards, making it essential to have a comprehensive medical evacuation plan in place.

        

      

      
        Relevance for emergency operations

        
          In line with the organization's duty of care, UNHCR has longstanding processes for medical evacuations of staff members and eligible dependents for serious and acute illness or injury in place. Where essential medical care or treatment cannot be secured locally, the timely and efficient movement to adequate medical facilities, as well as en route care provided by medical or other qualified personnel, can be lifesaving.

        

      

      
        Main guidance

        
          The UNHCR Medical Section relies on field teams to get the essential information they need to support colleagues in medical emergencies. The authority to approve medical evacuation lies with the Regional Medical Officers, the Head of the Staff Health and Welfare Service (SHWS) and the Chief of the Medical Section at HQ-Geneva. Under no circumstances will the Medical Service approve medical evacuation post facto. Please note that all medical emergencies should be communicated by phone. Email communication with details can follow after the initial contact.
 

          A request for Medevac or OMT can be made by the UN Designated Physician where available, or otherwise the Evacuee’s attending physician, the staff member, the Head of Office or local HR/Admin. The Medical Section can be contacted 24/7 at the emergency phone number +41227397399. Further contacts by region are listed in the Medical Contact List.

          The attending physician sends the Medical Section the patient’s medical information by completing the Pre-Departure Medical Form including recommendation for Medevac or OMT.

          Your medical information is not shared with your head of office nor HR team.

          
            	The Medical Section will indicate the Medevac destination, mode of transportation, expected duration and whether escort(s) or donor(s) are authorized to travel with you (the Evacuee).

            	Once the approval is received, the authorized officer at your duty station will proceed with the travel arrangements.

            	To close the medical side of the process, the Medical Section must receive a detailed Medical Report from the attending physician at the Medevac or OMT destination directly or through the Evacuee.

          

          
For details as well as relevant forms and templates please consult UNHCR/AI/2017/4, Administrative Instruction on Medical Evacuation and Other Medical Travel, attached to this entry. It is mandatory to comply with the medical evacuation AI.

          
            
              
                	
                  
                    
  
    
    

    Local staff recruitment
  
  
    Local staff recruitment

    
      03 December 2024

      
        Key points

        
          	
      Temporary Appointments (TAs) may be recruited at the outset of an emergency operation, for a cumulative period of up to 364 days.

          	
      Renewal of TAs is possible up to maximum period of 729 days. 

          	
      Under no circumstances may a TA exceed a continuous period of 729 days. 

          	
      It is essential to plan appointments well in advance.  

        

      

      
        Overview

        
          Local staff may be hired initially on Temporary Appointments (TAs) for a cumulative period of less than one year. Renewal of such appointments for up to one additional year is possible to meet surge requirements and operational needs with finite mandates. Under no circumstances may a temporary appointment exceed a continuous period of 729 days.

Once a situation stabilizes, longer term positions should be created. Positions that are expected to last one year or more should be advertised no later than four weeks after they are created, reclassified, or become vacant. 

        

      

      
        Main guidance

        
          
            When and for what purpose?
          

          
            	TAs are designed to enable UNHCR to manage its short-term staffing needs effectively and ‘expeditiously.

            	If staffing needs persist beyond the initial phase of an emergency, in order to regularize the contractual status of staff members, the required positions should be timely advertised for a post-emergency phase in accordance with UNHCR's Recruitment and Assignment Policy (RAP)Recommendations for regular positions in the categories of General Service, Field Service and National Professional Officer will be reviewed by the Assignments Committee (AC).

          

          
            Associated risks
          

          
            	Under the delegated authority on administration of locally recruited staff, UNHCR representatives are required to ensure human resources are administered efficiently and correctly during and after the initial phases of emergency operations.

            	Failure to adhere to HR policies that are established and regulated by UN Staff Regulations and Rules may lead to litigation that may be costly and damaging to UNHCR.

            	The administration of human resources depends on the operational context: this determines the level of UNHCR's involvement and, therefore, its staffing needs. It is essential to properly understand and predict these needs, particularly in the period after the initial emergency, when regular staffing structures must be planned and established. This should be done well before the TA option expires. Failure to plan in a timely manner can be detrimental both to staff and UNHCR.

            	The functional and grade structure of an office emerges out of operational planning, which reflects the needs of the operational context. The structure is driven by needs, not supply: the grade of positions is determined by the complexity of the functions staff are expected to fulfil, not by the real or presumed expertise of prospective applicants. Candidates for positions must meet the specifications of posts, for which they apply.

          

          
            Steps to be taken
          

          
            Temporary Appointments
          

          The selection process for TAs does not require review by the Assignment Committee (AC) and can be done in the way that is considered most efficient in the context, although achieving the highest standards of performance remains a requirement. It is nevertheless recommended to apply due diligence and follow as much as possible a selection procedure that includes official advertisement and interview of shortlisted candidates by a panel of at least two persons. You are also advised to disseminate advertisements in other international organizations, local universities, and local recruitment agencies.
 
Regular positions

          The process for the appointment on a regular position includes three steps: advertisement, shortlisting, and selection.

          
            	A freeze on external recruitment which temporarily supersedes the related provisions of the Recruitment and Assignment Policy and related processes is in place effective 18/12/2023. The freeze applies only to External applicants without any affiliation with UNHCR. Candidates in the category “UNHCR Experience” can be considered, but priority consideration must be given to internal candidates as defined by the Recruitment and Assignments Policy. Every effort must be made to identify suitable internal candidates, and to alleviate the effects of the realignment on the impacted staff. The freeze does not affect External TAs (ETA) and Affiliate Workforce (AWF). They can still be recruited if no skills are available within the organization to perform those specific roles. However, external candidates who become UNHCR-Experience due to their ETA or Affiliate contract during the freeze cannot be considered for subsequent regular appointment as candidates with UNHCR experience until they reach one year of continuous service.

            	All established positions that are expected to last for one year or more should be advertised no later than four weeks after a post is created, reclassified, or becomes vacant. Vacancy announcements must describe the duties, years of experience and qualifications that are required, as reflected in the classified job description. Vacancies in the General Service and National Professional Officer category will be simultaneously advertised internally and externally in the country of the duty station.

            	Shortlisting may be undertaken when a large number of applicants apply. Shortlisting should be based on evidence of work experience that is relevant to the advertised position, as described in the professional summary. in line with the Job Description (JD), the Desired Candidate Profile (DCP) and the Operational Context (OC) It should be inclusive. To arrive at a shortlist, the manager may conduct written tests. The test can be eliminatory, to help the manager to arrive at a shortlist of candidates who will be interviewed, or complementary to the interview, if a shortlist has been determined already. Where administered, the test should be reviewed and marked by at least two staff members whose grade and expertise are in line with the level of the position. The responses to any written test administered will be anonymized.

            	Candidates will be assessed against the requirements of the position based on their qualifications, professional experience, skills, performance record (if any) and may be further evaluated in a test and/or interview. Interviews are encouraged but not mandatory if the manager shortlists only internal applicants applying for a position at-grade or below grade. In any other scenario interviews of all shortlisted candidates are mandatory. The manager's recommendation is reviewed by the AC, who assesses the integrity of the process and the reasoning provided for the recommendation. The views of the manager and the views of the AC are recorded in a minute to the designated Representative, who takes the final decision. 

          

          Once a decision has been made, the following steps are taken to implement the appointment.

          
            	Announcement.

            	Verification of documents.

            	Identification of UN Physician.

            	Medical clearance and insurance. Medical clearance is mandatory for recruitment to UNHCR and is the responsibility of UNHCR's Medical Section/SHWS. Note: drivers may only be hired if they are cleared following a full medical examination. Other GS and NO staff can be hired for less than 3 months based on a certificate of good health issued by a recognized local practitioner; but during this period they should not undertake official missions or travel in UN/HCR vehicles. If their service is extended for longer than 3 months, they must undergo a full entry medical examination.

            	Letter of Appointment (contract). It is essential to ensure that every member of staff has a signed letter of appointment on the first day of his or her service.

            	Work objectives, Evolve. For any assignment or contract that lasts two months or more, it is mandatory to establish Evolve and agree on work objectives and expected outputs.

            	Code of Conduct. As a preventive measure, it is imperative to make staff familiar with the Code of Conduct immediately on appointment, during their induction and orientation.

            	Completion of online mandatory courses ﻿- within the first 3 months of employment.

          

          
            Resources / inputs required
          

          
            	Consult Regional Bureaus on post creations.

            	Consult Organizational Design (OD) on office structure.

            	Consult the intranet page of the Assignment Management Section (AMS) on the various steps of recruitment on regular positions.

          

        

      

      
        Policies, Guidelines and Useful Links

        
          
            
              
                
          
      

              

              
                
          
      

              

            

          

        

      

      
        Main contacts

        
          AC Secretariat Mailbox (HQPE91@unhcr.org)

        

      

    

  

  
    
    

    Hardship classification and non-family designation of duty stations
  
  
    Hardship classification and non-family designation of duty stations

    
      09 October 2025

      
        Key points

        
          	
      Request temporary hardship classification if your operation intends to assign or deploy international staff to a duty station which is unclassified. (You can check the hardship classification of the duty station in Workday)

          	
      Create a case in Workday and select “Questions from HR” for requesting temporary hardship classification and HR Policy Section will contact the International Civil Service Commission (ICSC) accordingly

          	
      Hardship classification of duty stations is reviewed by geographical region once every three years by a tripartite working group, based on responses to the ICSC questionnaires submitted by operations

          	
      The annual hardship review is managed by the ICSC secretariat and carried out by the ICSC Tripartite Working Group

          	
      A mid-year review also takes place, normally in June, to formally review newly established duty stations that were granted a temporary hardship classification, or those requiring attention outside the regular cycle

          	
      The United Nations Department of Safety and Security recommends to the ICSC that a duty station be classified ‘with family restrictions’ or ‘non-family’ solely based on its security assessment

        

      

      
        Overview

        
          The United Nations system has established arrangements to encourage mobility between duty stations and compensate staff in the International and Field Service categories for hardships they endure when assigned by their organizations to duty stations. Duty stations are categorized and placed in one of six categories: H, and categories A to E.

          H duty stations are headquarters and similarly designated locations where the United Nations has no development or humanitarian assistance programs or locations that are members of the European Union. A to E duty stations are duty stations in operations.

          The hardship classification assesses the overall quality of life at a duty station and determines the relative hardship.

          A tripartite Working Group composed of the International Civil Service Commission (ICSC), Organizations and Staff Associations reviews the hardship classification following an established methodology. The final decision rests with the ICSC Chairman.

        

      

      
        Relevance for emergency operations

        
          This entry describes the hardship scheme in the UN system and provides a high-level overview of entitlements linked to the hardship classification. This entry also gives guidance on the process when a new office needs to be established due to the prevailing emergency situation.

        

      

      
        Main guidance

        
          
            Hardship classification
          

          The hardship classification assesses the overall quality of life at a duty station and determines the relative hardship experienced by international UN staff at the location concerned. To determine the degree of hardship, the following elements are taken into consideration: Security, Health, Climate, Isolation, Local Conditions and Housing.

Duty stations classified as ‘E' are the most difficult. Hardship classifications change when living conditions at a duty station improve or deteriorate. The classifications trigger entitlements for international staff and FS staff. A hardship allowance is paid for assignments to duty stations classified between ‘B' and ‘E'.

          
            Process of temporary hardship classification
          

          When a new duty station is established, the International Civil Service Commission (ICSC) provides a temporary hardship classification, for a period of one year, during which period the UN lead agency at the location completes an ICSC Questionnaire titled ‘Classification of Duty Stations According to Conditions of Life and Work'. To request a temporary classification, please follow these steps:

          Create a case in Workday, select the topic “Questions from HR” and submit a request for Human Resources (HR) Policy Section, for a temporary hardship classification, providing information on the number of international staff and duration of their assignment to the duty station.

          
            	HR Policy Section will liaise with the ICSC.

            	The ICSC secretariat grants a temporary hardship classification.

          

          
            Regular process of hardship classification
          

          There are seven main steps in the review and promulgation of regular hardship classifications:

          
            	The International Civil Service Commission (ICSC) secretariat informs and invites duty stations to submit questionnaires twice a year1 for duty stations due for review.

            	In consultation with staff at duty stations, Resident Coordinators complete the ICSC questionnaire that surveys six factors: health, security, local conditions, isolation, climate, and housing.

            	The UNDSS undertakes security risk assessment and provides expert advice on the security factor.

            	The UN Division of Healthcare Management/Occupational Safety & Health (DHMOSH) assess the medical facilities and provides expert advice on the health factor.

            	The ICSC secretariat evaluates responses on other factors (local conditions, isolation, climate and housing) as per the ICSC’s methodology.

            	The Tripartite Working Group (TWG) meets twice a year to review field duty stations under review and recommends final ratings, based on ICSC assessment and proposals.

            	The ICSC Chairman approves and promulgates the classifications, valid for a period of three years in respect of each geographical region, i.e. Asia, Africa, etc. Under established procedures, some duty stations, for example those working in difficult or volatile security contexts, are reviewed more frequently.

          

          
            
              1
            
            Annual and mid-year review, as detailed under ‘Key Points’ above.
          

          
            Payment in lieu of family installation (PILOFI)
          

          The General Assembly approved a pilot measure for duty stations with extreme hardship conditions but not designated  “non-family”. This measure recognizes lack of basic amenities (health, education, social isolation, etc.) which may prevent installation of eligible family members in category ‘D’ and ‘E’ hardship duty stations. It constitutes a yearly payment to international staff members who decide not to install their family at their duty station. You can find more details in the Administrative Instruction on Payment in Lieu of Family Installation.

          
            Non-family duty stations
          

          A duty station will be designated as non-family by the Chairman of the International Civil Service Commission when the United Nations Department of Safety and Security (UNDSS) recommends that for reasons of safety and security all eligible dependents are restricted from being present at the duty station for a period of six months or longer. If the security situation does not stabilize, UNDSS will recommend to the ICSC to designate the duty station ‘non-family’. UNDSS recommendation is solely based on its security assessment, other factors such as health are not taken into account. Consequently, a duty station that has ‘family’ status may not necessarily be suitable for family members and may lack facilities including appropriate housing, schooling.

          
            Non-family Service Allowance (NFSA)
          

          When the International Civil Service Commission (ICSC) designates a duty station as a non-family duty station, this triggers payments of NFSA.

          NFSA is an incentive for international staff members to undertake assignments at non-family locations and recognizes the increased level of financial and psychological hardship incurred by involuntary separation from their families, including additional service-related costs.

          When a security situation degenerates in a particular duty station, a security evacuation is usually initiated, and the duty station is declared to have 'family restrictions'. This means that UNDSS has restricted the presence of any or all family members of the internationally recruited UN personnel in the specified area. NFSA is not payable to staff members who are assigned to a duty station “under family restrictions”. Non-family service allowance (NFSA) is payable to internationally recruited staff members from the date of the designation as 'non-family".

          A staﬀ member who is temporarily evacuated or relocated outside the non-family duty station for security reasons, and who receives a security evacuation allowance or DSA, continues to receive the NFSA during the temporary security evacuation/relocation. NFSA is discontinued from the date on which the staﬀ member leaves a non-family duty station due to reassignment, separation or special leave, or parental leave.

          You can find more details in the Administrative Instruction on Mobility and Hardship Scheme.

        

      

      
        Checklist

        
          
            Initiate hardship classification of an established duty station if international staff members are to be assigned /deployed.

          

          
            Create a case in Workday, select the topic “Questions from HR” and submit a request.

          

          
            HR Policy Section will liaise with the ICSC for the temporary hardship classification.

          

          
            When required, HR Policy Section will share the questionnaire ‘Classification of Duty Stations According to Conditions of Life and Work’ with you for submission to the ICSC.

          

          
            Check the Guidelines on the classification of duty stations for more details on the process.

          

        

      

      
        Policies, Guidelines and Useful Links

        
          
            
              
                
          
      

              

              
                
          
      

              

              
                
          
      

              

              
                
          
      

              

            

          

        

      

      
        Links

        
          ICSC - Mobility &Hardship
          UNHCR HR Policy - Mobility and Hardship Scheme
          Office designation changes
        

      

      
        Main contacts

        
          If you have any queries, please create a case in Workday and select the appropriate case type.

        

      

    

  

  
    
    

    Requesting service packages from standby partners
  
  
    Requesting service packages from standby partners

    
      13 February 2025

      
        Key points

        
          	
      Emergency standby partners are able to deploy service packages (i.e a set of equipment, usually supported by deployees to manage or install it). 

          	
      A service package can be a tented ‘base camp', a fully equipped deep field staff accommodation and office solution, as an interim solution until more sustainable solutions are identified. More durable structures such as prefabricated or constructed modules for accommodation, offices for UNHCR or UNHCR-run UN Hubs are also available options implemented by standby partners. 

          	
      The availability of a service package will depend on the standby partner’s funding as well as the availability of the required equipment and staffing.

          	
      A country operation that has  identified a need for a Service Package or  a potential project, can contact the Emergency Preparedness, Deployments and Partnerships Section (EPDPS) in the Division of Emergency, Security and Supply (DESS) at hqdeploy@unhcr.org, keeping the Senior Occupational Safety Officer in copy. 

        

      

      
        Overview

        
          In order to improve the efficiency and predictability of an emergency response, UNHCR has concluded a number of standby partnership agreements with Government agencies, NGOs, and private sector organizations whose specific expertise and capacity complement UNHCR's internal emergency and surge capacity. Emergency standby partners are organizations or entities that maintain a capacity of personnel or equipment on standby, which can be rapidly deployed upon request, to enhance UNHCR's capacity to respond to humanitarian crises. UNHCR's emergency standby partners offer two kinds of services: deployment of personnel and service packages. 

          A service package is a pre-defined set of operational support equipment that can be deployed upon request and mutual agreement between UNHCR and a standby partner. They often include the deployment of a dedicated support team that helps to set up the service package and train UNHCR staff on its use.Examples of service packages include light base camps, base camps, prefabricated facilities, accommodation and office space, as well as information and communications technology (ICT) modules.

          The following entry covers service packages only. For more details on the deployment of standby personnel, please refer to the dedicated entry on standby partners available here. 

        

      

      
        Relevance for emergency operations

        
          Service packages can be requested from UNHCR’s emergency standby partners when UNHCR faces one of more of the following situations:

          
            	UNHCR lacks the capacity to provide a particular technical service;

            	The demand for a service exceeds the capacity of UNHCR and partners in the field;

            	UNHCR is unable to meet the demand for a service at short notice.

          

          A country operation can contact DESS for initial inquiries or questions. The availability of a service package will depend on the standby partner’s funding (taking into account geographic or thematic priorities), as well as the availability of the required equipment and staffing.  While delivery timelines are outlined below, service packages can have a longer implementation period, depending on the nature of the request and the operational context (availability of land, customs clearance process, building security fencing, etc.). A standby partner might undertake an initial assessment mission to ensure that the modules are fully tailored to the specific context.  

        

      

      
        Main guidance

        
          A service package is a pre-defined set of operational support equipment that, upon request and mutual agreement between a UNHCR country operation and a standby partner, is deployed to support an emergency. Service packages often include the deployment of a dedicated support team that installs the equipment and trains the UNHCR operation on its use.

          Service packages can consist of:

          
            	Light Base Camps: Tented facilities to provide short–term and rudimentary working and living conditions in emergency operations (Lifespan: 2-8 weeks);

            	Base Camps: Tented facilities of high quality that provide comprehensive offices and accommodation, including all necessary equipment and services; it can also serve as a transit centre (Life span: 3-12 months);

            	Prefabricated facilities: For office, accommodation, kitchen and sanitary facilities, tools and equipment, water purification and distribution, power supply and distribution, etc. (Life span: 2-5 years).

            	Construction of durable structures for offices, accommodation or UN hubs. Accommodation and office space as part of longer-term construction projects;

            	ICT modules, including systems to enhance connectivity for forcibly displaced and stateless people;

            	Civil or mechanical engineering modules;

            	Logistics support, including transport capacity, light vehicles, armoured vehicles, etc.

          

          The legal framework for UNHCR’s collaboration with emergency standby partners is the Emergency Standby Partnership Agreement which covers the deployment of standby personnel and service packages. Standby partner staff  deploying to implement a service package are treated according to the same terms and conditions applicable to standby partner deployees (as outlined in the Emergency Standby Partnership Agreement). The specific terms and conditions for a particular service package deployment should be specified in a Letter of Agreement (LoA). The LoA is signed directly between the standby partner and the country operation. Service packages are recorded as in-kind contributions to UNHCR at field level as part of the country operation's (OPS) budget, in coordination with the Division of External Relations (DER).

          The following emergency standby partners offer service packages to UNHCR operations:

          
            	CISCO Crisis Response

            	Danish Emergency Management Agency (DEMA)

            	Directorate for Civil Protection and Emergency Planning of Norway (DCPEP)

            	Emergency.lu, Luxembourg

            	Ericsson Response

            	German Federal Agency for Technical Relief (THW)

            	International Humanitarian Partnership (IHP): An informal umbrella organization for multinational cooperation between governmental emergency management agencies active in the field of humanitarian assistance. The IHP member agencies are: The Crisis Management Centre Finland (CMC), Danish Emergency Management Agency (DEMA), UK Foreign, Commonwealth and Development Office (FCDO), Norwegian Directorate for Civil Protection and Emergency Planning (DSB), The Luxembourg Rescue Services Agency (ASS Lux), Estonian Rescue Board (ERB), Swedish Civil Contingencies Agency (MSB) and German Federal Agency for Technical Relief (THW).

            	Swedish Civil Contingencies Agency (MSB)

            	Veolia Foundation

          

          More details on service packages are available at the following link: Service Packages (accessible to UNHCR staff only)

          
            Advice to request service packages:
          

          To request service packages, country operations can contact UNHCR DESS Emergency Service (Emergency Preparedness, Deployments and Partnership Section / EPDPS – hqdeploy@unhcr.org) indicating “service package” in the subject title, copying the Regional Bureau and the Senior Occupational Safety Officer of the Division of Human Resources. Requests should contain the following information:

          
            	Type of service package required

            	Brief description of the emergency situation (displacement numbers, affected people’s needs, UNHCR response)

            	Area, location and expected duration of the operation and possible longer-term plans

            	A brief description of the UNHCR team on the ground

            	A description of safety and security issues

            	The required lead time for deployment

          

          For the base camps specifically:

          
            	Number of staff (to be accommodated in the Base Camp)

            	Site specifications

            	Types of facilities: office, accommodation, electricity, etc; and

            	Need for security installations.

          

          EPDPS/DESS contacts standby partners to seek their support. If interested, a standby partner, or several in cooperation, may send a rapid technical field assessment mission to the area concerned. If the country operation and partner agree, they proceed directly to transfer the service package based on a formalized Letter of Agreement (LoA).

          Standby partner deployees implementing service packages will complete the same formalities and procedures as other individual standby partner deployees, except that teams may not be fully integrated in UNHCR's office structure and deployments are shorter. Like individual deployees, team members will be accorded the status of ‘UN expert on mission' and must be fully integrated in the applicable UNSMS.

          Service packages are usually delivered to the point of entry only. In country, the country operation will have to provide logistical support, including customs clearance processes, to the standby partner, and secure land and necessary documentation, in-country transport to the location and security/fencing to the facility as required by applicable UNSMS. 

        

      

      
        Post emergency phase

        
          Service packages such as tented base camps are deployed to provide support in an initial emergency phase, with a limited lifespan depending on weather conditions as well as wear and tear (from 2 weeks up to a year, as stated above). This capacity is deployed with the understanding that the country operation will look at establishing more sustainable accommodation and/or office arrangements, should it be required. In some circumstances, service packages can also consist of longer-term construction projects for accommodation, office or operational facilities in emergency or protracted crises contexts. The country operation should therefore consider the requirements from the onset as well as the next phases. 

        

      

      
        Links

        
          Accessible for UNHCR staff only: Emergency Preparedness and Response Portal – S…
          IHP Office and Accommodation Handbook
        

      

      
        Main contacts

        
          Contact to discuss or request a service package, contact the Emergency Preparedness, Deployments and Partnerships Section (EPDPS) in the Division of Emergency, Security and Supply (DESS) at hqdeploy@unhcr.org 
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        Key points

        
          	
      UNHCR's affiliate workforce includes UNVs, UNOPS ICAs, individual consultants, contractors, fellows, and deployees, enhancing office capacity for emergencies. The DHR/APRS/PAW unit provides advice on scheme-specific procedures

          	
      DHR/APRS must clear all individuals before contract issuance for any affiliate assignment

          	
      Affiliates are engaged strategically to address operational needs, particularly in emergency response situations, while ensuring alignment with UNHCR's principles and standards. The aim of this strategic approach in emergencies is to minimize staff gaps during critical periods and reduce post-emergency costs

          	
      National / local staff participation should be maximized throughout the emergency response, contributing to cost-effectiveness and sustainability

          	
      Affiliates are expected to uphold the highest standards of integrity and conduct themselves ethically, with mechanisms in place to address misconduct and disputes

          	
      Affiliates are integrated into UNHCR's security management system, ensuring their safety and well-being in duty stations, with clear responsibilities outlined for managing security risks. Affiliate deployment in high-risk areas follows program criticality

          	
      Continuous review and adaptation of affiliate workforce needs is essential, with staffing reviews conducted strategically after each emergency declaration expiration to ensure alignment with operational priorities and overall strategic direction

          	
      Hiring entities must maintain a UNHCR regular staff-to-affiliate workforce ratio for operational stability. An indicative 70/30 (staff/affiliates) ratio is recommended, and also is applicable at the overall UNHCR level

        

      

      
        Overview

        
          In times of crisis and emergency, UNHCR plays a key role in providing humanitarian assistance and protection to displaced populations worldwide. However, effectively responding to emergencies requires more than just a swift and coordinated operational response; it necessitates a strategic approach to managing staffing gaps and ensuring the continuity and sustainability of operations. To address this imperative, the Division of Human Resources (DHR) and the Division of Emergency, Security, and Supply (DESS) work together to offer crucial advice on how to navigate staffing challenges during emergencies, providing a roadmap for deploying affiliate workforce efficiently and effectively. This guidance aims to optimize staffing arrangements, minimize gaps in critical roles, and mitigate the risk of excessive post-emergency costs.

          Central to UNHCR's operational capacity is its diverse and agile workforce, comprising not only staff members governed by established regulations but also an affiliate workforce that provides crucial support in various capacities. The rationale for engaging affiliate workforce underscores the importance of flexibility in addressing operational challenges and aligning skill sets with mission objectives. Moreover, the principles of inclusion, diversity, and equity aim to foster a healthy and respectful working environment for all personnel. Additionally, emergency staffing efforts should consider limiting the creation of Fast-Track positions to essential roles, maximizing opportunities for national staff participation, and conducting strategic staffing reviews. These considerations underscore the importance of maintaining a balanced ratio between staff and affiliate workforce, ensuring sustainability and continuity in UNHCR operations.

        

      

      
        Relevance for emergency operations

        
          The relevance of this guidance to emergencies lies in its emphasis on the strategic utilization of UNHCR's affiliate workforce to address urgent operational needs, particularly in crisis situations. Here are several points highlighting this relevance:

          
            	Flexible Response: Emergencies often demand swift and adaptable responses to address the needs of affected populations. UNHCR's affiliate workforce offers a flexible resource pool that can be quickly mobilized to provide essential support in emergency response efforts.

            	Operational Capacity: During emergencies UNHCR's operational capacity may be stretched to its limits. Engaging affiliates allows UNHCR to bolster its workforce, increasing its ability to provide essential services and support to displaced populations in crisis-affected areas.

            	Specialized Expertise: Emergencies often require specialized expertise in areas such as logistics, shelter, health, and protection. UNHCR's affiliate workforce comprises individuals with diverse skill sets and expertise, enabling the organization to deploy personnel with the necessary knowledge and experience to address specific challenges encountered during emergencies.

            	Rapid Deployment: Agility and responsiveness in deploying personnel to emergency situations is key. By providing clear guidelines for the engagement of affiliates and streamlining recruitment and deployment processes, UNHCR can rapidly mobilize affiliates to areas where their support is most urgently needed.

            	Security Considerations: It is important to integrate affiliates into UNHCR's security management system. This ensures that personnel deployed to emergency environments are adequately trained, equipped, and supported to operate safely in potentially high-risk situations.

            	Sustainability and Continuity: Effective emergency response requires not only immediate actions but also long-term sustainability and continuity. By providing guidance on staffing arrangements during and after emergencies, the guidelines help ensure that operations can transition smoothly and maintain essential functions post-emergency.

            	Risk Mitigation: Emergencies pose various risks, including reputational risks associated with inadequate staffing or excessive post-emergency costs. The guidelines aim to mitigate such risks by promoting a forward-looking approach to emergency staffing, emphasizing cost-effectiveness and strategic planning.

          

          Emergency operations need to increase staffing quickly to ensure an efficient response to the emergency. A solid emergency human resource strategy is required, and affiliate workforce can be one component of the strategy. The source options can be decided on in a Human Resources Emergency Cell.

          With reference to the UNHCR/OG/2024/04 Operational Guidelines on Staffing in Emergencies it is important to understand the different phases in which affiliates may be deployed in an emergency.

        

      

      
        Main guidance

        
          The management of Affiliate Workforce modalities in UNHCR is regulated under UNHCR/AI/2020/7/Rev.1.  Administrative Instruction on Managing Affiliate Workforce (AI). This AI provides a framework for effective management of and support for the affiliate workforce in UNHCR at all levels.

          The AI outlines the generic principles, restrictions, authorities and responsibilities, and legal and security provisions regarding the management of affiliate workforce. Compliance with the AI is mandatory.

          When extra human resources are needed, an operation determines whether the tasks required should be covered by UNHCR staff or by affiliate workforce personnel. UNHCR’s affiliate workforce are individuals who have a working relationship with UNHCR, including United Nations Volunteers (UNVs), individual consultants, individual contractors (including contractors under arrangements with the United Nations Office for Project Services (UNOPS) or another affiliate partner organization), fellows and deployees.

          While it is important to note that Interns are not part of UNHCR’s affiliate workforce, in accordance with UN and UNHCR policies, non-family duty stations may not offer internships for security reasons. Consult your Field Safety Advisor or the Field Security Service/DESS if you are in a duty station where security concerns exist which may impact the recruitment of affiliate workforce and/or interns.

          This entry reviews the following affiliate workforce schemes:

          
            	UN Volunteers (international and national).

            	Individual Contractor Agreements (ICAs) administered by the UN Office for Programme Services (UNOPS).

            	Individual consultants.

            	Individual contractors.

          

          The following individuals are not part of UNHCR’s affiliate workforce: Goodwill Ambassadors, non-UNHCR Participants in Meetings or Other UNHCR Activities, UN Experts, corporate and institutional consultants and interns.

          The Partnership and Affiliate Workforce Unit (PAW/APRS/DHR) is responsible for providing advice and for monitoring the schemes described above.

          The authority to initiate, extend and change affiliate workforce arrangements (i.e. to allocate specific funding for establishing a position or to modify the allocated funding) is defined in the UNHCR/AI/2019/07/Rev.4 Resource Allocation Framework, Section 7.

          Make sure that the tasks and functions that affiliates are recruited to fulfil are authorized under the UNHCR/AI/2020/7/Rev.1. AI on Managing Affiliate Workforce.   

          Deployees from Emergency Standby Partners are also considered ‘affiliate workforce'. Their deployment is managed by the Emergency Services/DESS; for further details, please refer to the Entry on emergency standby partners.

          While members of the affiliate workforce may have different contracts and different entitlements, they are part of the UNHCR workforce and as such members of the UNHCR team.

          A sufficient number of key UNHCR staff must be in post to manage decision-making and supervision. Affiliate turnover is often high (because most assignments are short term). Associated costs and entitlements vary considerably.

          Broadly, in order to successfully engage affiliate workforce in emergencies, the operations should:

          
            	Before engaging affiliates, conduct a thorough assessment of operational needs, considering the nature of tasks, the complexity of the engagement, and the specific context, especially in emergency situations. Align the engagement plan with UNHCR's overall operational objectives and staffing requirements.

            	Utilize diverse recruitment methods to identify qualified affiliates, including advertising vacancies through various channels to ensure wide distribution. Assess candidates based on their professional qualifications, expertise, and alignment with UNHCR's values and mission.

            	Ensure compliance with UNHCR's policies and standards, including conducting integrity checks against databases for sexual exploitation and abuse, misconduct, and performance issues. Only engage candidates who have been cleared by relevant authorities.

            	Provide comprehensive onboarding and support to affiliates, including orientation sessions on UNHCR's policies, procedures, and code of conduct. Ensure access to necessary resources, including training opportunities, administrative support, and occupational health services.

            	Define clear roles and responsibilities for affiliates, specifying the scope of their tasks, authority levels, and reporting structures. Ensure that affiliates understand their obligations, including compliance with security protocols and confidentiality requirements.

            	Implement robust monitoring and supervision mechanisms to track affiliates' performance and ensure accountability. Provide regular feedback and support to affiliates to enhance their effectiveness and address any issues or challenges promptly.

            	Ensure a 70/30 ratio between staff and affiliate workforce to ensure operational continuity and stability. Monitor staffing levels to prevent excessive reliance on affiliates and minimize post-emergency costs.

            	Maintain flexibility in engaging affiliates, adjusting staffing levels and roles as operational needs evolve, particularly in response to emergencies or changing circumstances on the ground. Regularly assess the effectiveness of affiliate engagements and make necessary adjustments as required.

            	Establish clear procedures for resolving conflicts or disputes that may arise between UNHCR and affiliates. Provide access to internal grievance mechanisms, such as the Ethics Office or the Office of the Ombudsperson, to address concerns in a fair and timely manner.

            	Prioritize the safety and security of affiliates deployed to high-risk or emergency environments. Integrate affiliates into UNHCR's security management system, providing necessary training, equipment, and support to mitigate risks and ensure their well-being.

            	Promote a culture of ethical conduct and accountability among affiliates, emphasizing adherence to UNHCR's values, principles, and code of conduct. Hold affiliates accountable for their actions, including addressing instances of misconduct or breaches of integrity with appropriate disciplinary measures.

          

          In the field operations, responsible officers and managers play a pivotal role in ensuring the seamless execution of contracts while upholding the values and standards of the organization. Following is an account of necessary actions and considerations for officers and managers to effectively navigate through the emergency phases:

          
            	Begin by comprehensively understanding the particulars of contract types, durations, extensions, modifications, and terminations. Each decision regarding contracts should be meticulously analyzed, considering operational needs, service quality, and financial feasibility.

            	Prepare detailed Terms of Reference (ToR) for every contract, serving as a roadmap for both parties involved. These documents should capture the essence of the assignment, setting out objectives, timelines, budget allocations, and supervisory structures. By laying a strong foundation through ToR, the likelihood of misunderstandings or discrepancies is significantly reduced.

            	Embrace a competitive selection process that emphasizes meritocracy, inclusivity, and transparency. Shortlist candidates based on their qualifications, expertise, language proficiency, and cost considerations. Aim for a diverse pool of candidates, ensuring equitable opportunities for all.

            	Stay vigilant about adherence to regulations governing contract administration, including hiring restrictions, currency of payment, taxation, and social security. Seek necessary approvals, maintain meticulous records, and ensure timely payments to contractors. Upholding these standards fosters trust and credibility within the organization.

            	Champion the principles of diversity and inclusion throughout the selection process. Prioritize gender equity and geographical diversity, fostering an environment where every individual feels valued and empowered.

            	Implement a robust system for performance evaluation, providing constructive feedback to contractors upon completion of services. Address any discrepancies promptly and impartially, fostering a culture of continuous improvement and accountability.

            	Anticipate potential risks and contingencies, particularly concerning security and safety. Ensure contractors are adequately included in security plans and evacuation procedures, mitigating potential hazards effectively.

            	Maintain firm integrity and cooperation, especially during investigations, inspections, or audits. Full transparency and cooperation with the entities conducting investigations, inspections, or audits are imperative, demonstrating a commitment to accountability and ethical conduct.

          

           Affiliates with UNHCR are an integral part of our global humanitarian efforts. To ensure their experiences are rewarding and productive, we are hereby highlighting key elements tailored to their needs. The following points are addressed to affiliates and can be shared with them as part of the briefing package:

          
            	Leave Entitlements: Your well-being is important, and we provide various types of leave to support you. Whether it's annual, sick, or parental leave, familiarize yourself with your entitlements based on your contract terms. Keep track of your accrued leave days and follow the proper channels for requesting and obtaining approval for leave from your manager.

            	Medical Certification for Sick Leave: Should you require extended sick leave, be aware of the necessary medical certification requirements. Timely submission of medical certificates from your treating physician is crucial to ensure your absence is appropriately addressed.

            	Parental Leave: We understand the importance of family, and if you're eligible for parental leave, we encourage you to plan ahead by informing your manager in advance. Provide the necessary documentation to support your request, ensuring a smooth transition during this special time.

            	Flexible Work Options: Your work-life balance matters to us. Explore the flexible work arrangements available according to UNHCR policy. Discuss any requests with your manager to find solutions that accommodate your personal circumstances.

            	Occupational Health and Safety: Your health and safety are paramount. Before commencing work, ensure you have a valid certificate of good health. Understand the coverage and limitations of the health insurance scheme provided by UNHCR, tailored to your contract type and duration.

            	Compensation and Insurance: In case of work-related injuries or fatalities, know the procedures for seeking compensation. Additionally, make arrangements for personal insurance to protect your belongings, as UNHCR is not liable for loss or damage.

            	Rest and Recuperation (R&R): Working in remote or stressful environments can take its toll. Understand your entitlement to R&R as per UNHCR policy and coordinate with relevant colleagues locally for travel arrangements and entitlements.

            	Learning and Development: We value your professional growth. Complete mandatory online courses within the specified timeframe and seize opportunities for learning and development relevant to your role. Take advantage of available courses at no extra cost to enhance your skills and expertise.

            	Communication, Documentation, and Record-Keeping: Clear communication is key. Keep your manager informed about any absences, leave requests, or changes in circumstances. Maintain accurate records of leave taken, medical certifications, and other pertinent documentation.

          

          The main purpose of using affiliate workforce schemes as supplementary human resources is to provide a greatest degree of flexibility in terms of various functions and contractual types. Some of these contractual modalities are designed to serve emergency situations with an ‘easy-to-hire' administrative process (e.g. DESS managed stand-by deployments).

          In terms of skills, affiliates can cover a wide spectrum of UNHCR’s work and even more: Under an affiliate modality, functions can be covered which are not part of the UNHCR Job Catalogue. Technical functions such as shelter, public health, wash, site planning will be filled utilizing standby partner arrangements, ITA/ETA, eligible UNVs, and local individual contractors. The individual consultant modality under the current policy provisions is maintained for high level advisory functions impacting UNHCR systems at large.

          Affiliates should only be engaged after the hiring entity undertakes the feasibility assessment which should be based on the three key factors described below:

          Nature / Function / Responsibilities

          The scope and complexity of the engagement must be carefully assessed to ensure that affiliates are not assigned tasks, roles, or responsibilities that entail risks, liabilities or obligations typically associated with staff members. Affiliates:

          
            	may not occupy functions that would require to be delegated with authority to approve financial commitments or spending on behalf of UNHCR.

            	may not occupy Human Resources functions with direct accountability approvals and/or decision making with respect to recruitment of staff and hiring of affiliates or which impacts benefit administration of personnel.

            	should not be hired for functions which are programme criticality level 1 activities where personnel restrictions are in place due to very high security risk for UN Security Management Systems personnel.

            	cannot be hired for functions which are exposed to high occupational health hazard.

            	cannot have responsibilities that include official supervisory or representational role, making public information statements or membership with decision making authority in boards and committees. Affiliates may, however, participate in such boards in technical advisory capacity as subject matter experts.

          

          
            

            UN Volunteers
          

          International, national UN volunteers provide crucial support to UNHCR’s operations. UNHCR has a Memorandum of Understanding with the United Nations Volunteers Programme (UNV) (see in annexes).

          UNV headquarters manages the deployment of volunteers in collaboration with their regional and local offices. The Partnerships and Affiliate Workforce Unit (PAW/APRS/DHR) coordinates and liaises between all actors and UNV related processes and clears all recruitment requests for international UN Volunteers (IUNVs).

          UNV offers different categories of UN Volunteers, thus enabling flexible solutions tailored to the needs of UN entities. For details, please consult the relevant Intranet Page.

          Please note the minimum duration of a UNV contract is three months. The maximum contract duration of engagement under different UN Volunteer modalities may differ.

          
            Steps of engagement
          

          The deployment process of national UN Volunteers (NUNVs) usually takes 1 month, whereas 2 months are necessary for the IUNVs.

          To ask for proforma cost and start the recruitment please contact directly the UNV regional or field unit.
https://www.unv.org/about-us/contact-unv

          Please see further detailed steps on Intranet page for UNVs, under Workflows.

          The following administrative short-cuts are possible:

          
            	Direct Recruitment method (waived competitive selection process by the Director of Bureau; recommended in exceptional cases). The benefit of this method is that the time allocated for advertisement, identification of candidates and selection process is spared. Kindly note that the remaining onboarding steps administered by UNV are not shortened.

            	Shortened timeframe for advertisement of the assignment and for identification of candidates. Here, the benefit is that instead of 14 working days, UNV must send the list of identified candidates to the hiring operation in 5 working days. Kindly note that the remaining onboarding steps administered by UNV are not shortened (e.g. medical clearance, visa, pre-departure trainings, notice period, etc.)

            	Desk Review. A competitive selection process method that skips written tests and oral interviews and bases the recommendation exclusively on the review of the profiles (UNV Factsheets). The benefit is that it is quicker. The disadvantage is that the operation does a "blind hire", makes a decision based on limited or no familiarity with the candidate.

            	Shortened timeframe for competitive selection process. Here, the benefit is that instead of 14 working days, UNHCR hiring operation must complete review of candidates and selection process within 5 working days. Kindly note that the remaining onboarding steps administered by UNV are not shortened (e.g. medical clearance, visa, pre-departure trainings, notice period, etc.).
 

          

          
            UNOPS Individual contractor agreements (ICAs)
          

          Under an agreement (Exchange of Letters – EoL) signed between UNHCR and UNOPS, UNOPS issues Individual Contractor Agreements (ICAs) on UNHCR’s behalf to hire personnel to perform activities for a project, provide specific expertise, or temporarily support UNHCR staff.

          In addition to the contract management (initial contract issuance, extension, termination, modification etc.) UNOPS provides payroll services and conducts insurance management. It is to note that medical insurance is provided by UNOPS to Local ICA category only. Directly engaged individual contract holders (international and local) and international UNOPS ICA holders holding a regular contract of at least one month will be enrolled in a health insurance scheme maintained by UNHCR for the duration of their individual contract.

          The selection of ICA holders, their fee setting, management of leave provisions, supervision and the evaluation of their performance is conducted by UNHCR in accordance with its own policies and processes.

          ICAs may be hired for periods from one hour to a maximum of one calendar year in accordance with the AI. The contract can be subsequently extended further if needed.

          UNOPS ICA modality can be used both in emergency and non-emergency contexts to fulfill temporary and short-term operational needs. However, as mentioned in the AI, the deployment of affiliates in high and very high-risk duty stations shall be based strictly on needs determined by the criticality of the programmes in which the individuals are involved.

          For more details regarding the UNOPS ICA scheme, please contact the Partnerships and Affiliate Workforce Unit (DHR).

          
            

            Steps of Engagement
          

          For details on the use of the UNOPS ICA scheme and for hiring process, please refer to the Standard Operating Procedures UNOPS – UNHCR Processing of ICA contracts (IICA/LICA) – new hires, extensions & separation., Annex B1 of the Exchange of Letters between UNOPS and UNHCR document under the Annexes.

          UNHCR office is to initiate a UNOPS ICA hire with calculation of financial costs, preparation of Terms of Reference for the needed functions and contacting local UNOPS offices for the signature of the Disbursement Agreement for current year, as per UNOPS templates available on SharePoint.

          UNHCR office at the same time starts recruitment procedures, i. e. advertisement, shortlisting, tests and/or interviews. Normally a competitive selection process should be applied when hiring a UNOPS ICA. However, the AI gives a possibility to waive it in case there is an emergency or urgency to respond to immediate operational needs. The waiver is to be documented in a memo and approved by the Bureau/Division Director.

          Once the person is selected and all documentation is in order, UNOPS will issue an ICA contract in approximately 5 working days.

Individual consultants and contractors
Individual contractor is an affiliate contract modality under which a person is hired directly by UNHCR on short-term basis to perform functions like staff or to deliver a specific product within a defined timeframe, paid on hourly, weekly, monthly or lump sum basis.

          Individual consultant is an affiliate contract modality under which a well-recognized specialist in a particular area of expertise is hired directly by UNHCR to provide expert recommendations or advice on innovative approaches or policy development.

          The duration of contracts is regulated in the AI.
 

          
            Steps of Engagement
          

          UNHCR office is to initiate hiring of consultants / contractors once such a need has been identified and prepare detailed Terms of Reference for the assignment. Usually, a competitive selection process should be applied when hiring a consultant/contractor. However, the AI gives a possibility to waive it in case there is an emergency or urgency to respond to immediate operational needs. The waiver is to be documented in a memo and approved by the Bureau/Division Director.

          Once the person is selected, and all documentation is in order, the contract can be issued by UNHCR local office in a few days' time. For more details, please refer to the relevant paragraphs of the AI regarding selection, roles and responsibilities.

          
            

            UNSMS
          

          The UN security management system (UNSMS) applies to UN Volunteers, UNOPS ICAs and individual consultants and contractors. UNHCR has a duty to relocate and/or evacuate colleagues falling in these three schemes if needed and as agreed upon by the UNSMS.

          
            UNHCR Team
          

          While members of the affiliate workforce may have different contracts and different entitlements, they are part of the UNHCR workforce and as such members of the UNHCR Team.

          
            Performance Evaluations
          

          Make sure an affiliate's performance evaluation is completed by the affiliate and the manager on time (the forms to be used differ by scheme.). Templates for Evaluation report for Individual Consultants and Contractors can be found at this SharePoint link and Evaluation report for UNOPS ICA holders – at this link.

          
            Workday 
          

          The launch of Workday introduced a more comprehensive HR platform to manage UNHCR personnel, including affiliates. The recruitment, including the onboarding, is processed in Workday for all affiliate modalities. Kindly refer to the relevant Job Aids in Workday for the technicalities.

        

      

      
        Policies, Guidelines and Useful Links

        
          
            
              
                
          
      

              

              
                
          
      

              

            

          

        

      

      
        Links

        
          Intranet/affiliate workforce unit page
          UNV Website
          UNOPS Website
        

      

      
        Main contacts

        
          Contact the UNHCR Division of Human Resources (DHR), Partnerships and Affiliate Workforce Unit (PAW)

          
            	DHR PAW Unit: hqawfu@unhcr.org

            	DHR PAW Unit, UNOPS: hqawfops@unhcr.org

            	DHR PAW Unit, UNV: hqawfunv@unhcr.org
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    Requests for temporary assignments and temporary appointments

    
      25 September 2025

      
        Key points

        
          	
      The Redeployment and Transition Support Unit (RTSU) is the focal point within the Division of People Management for short-term assignments. In close collaboration with DESS, RTSU supports emergency operations to fill temporary staffing gaps through short-term assignments in line with the Operational Guidelines on Staffing in Emergencies.

          	
      Jointly the Standard on Management of Short-Term Assignments and the Operational Guidelines provide the base for the management of STAs in emergencies.

          	
      Internal Temporary Assignment (ITA) for internal candidates must be for 6 months or longer. A request for less than 6 months is considered a mission. If the staff member is already present in the duty station, the ITA can be requested for less than six months. The same applies for remote based ITAs which can be for less than six months.

          	
      External Temporary Appointment (ETA) for external candidates (including candidates with UNHCR experience) may be for one month or longer. They may be extended to an accumulated total of up to 364 days, exceptionally extendable to a total of up to 729 days maximum. Processing and assigning an external candidate will take longer than an internal candidate.

          	
      There should be a preference for ITAs to ensure in-house capacity is utilized.

        

      

      
        Overview

        
          Recognizing the importance of acting quickly, UNHCR has simplified and accelerated its procedure to fill temporary staffing gaps in emergencies. The Standard for Management of Internal Short-term Assignments in respect of International Professional Staff at UNHCR (the Standard) sets out the process for requesting managers and the Division of People Management (DPM) when assigning internal staff members or appointing temporary external staff members in emergencies.

          Operational Guidelines on Staffing in Emergencies (Operational Guidelines) offer advice on how to fill staffing gaps in emergencies, including through emergency deployment mechanisms, and medium and longer-term emergency staffing solutions. Jointly the Standard and the Operational Guidelines provide the base for the management of STAs in emergencies. 

          Short-term assignments filled by UNHCR internal staff are called Internal Temporary Assignments (ITA); short-term assignments filled by external candidates, including candidates with UNHCR experience1, are called External Temporary Appointments (ETA). To ensure in-house capacity is utilized, priority is given to internal candidates in need of placement.

          While emergency operations normally (in line with the Standard) have the prerogative to assign external TAs directly and immediately, effective 27 January 2025, this is suspended in line with the Special Measures. The freeze applies only to external applicants without prior experience with UNHCR. International ETA re-hires (external candidates who have previously worked for UNHCR) will be treated according to the Standard on Management of Internal Short-term Assignments, which requires hiring managers to first review the Short-Term Assignment Roster (the STA roster) and if no candidate identified advertise the STA position. Please refer to the Summary of Special Measures available on the intranet. 

          
            
              
                1
                Former UNHCR staff members (internationally and locally recruited) who held an indefinite or fixed-term appointment (within two years of separation for males and five years for females) are considered candidates with UNHCR experience.
              

            

          

        

      

      
        Relevance for emergency operations

        
          As a result of the organizational and structural changes within UNHCR, as of 1 October 2025, the Redeployment and Transition Support Unit (RTSU) serves as the Division of People Management (DPM) focal point for emergency staffing and facilitates the rapid deployment of suitable candidates through STAs and missions in accordance with the Operational Guidelines. RTSU provides strategic and technical guidance to ensure effective and efficient redeployment processes in alignment with organizational and operational priorities. It provides support on temporary staffing solutions and talent matching in the emergency response. All activities are carried out in close collaboration with the emergency operation, the relevant Bureau, the Emergency Management Service in DEPS, and other Services such as Staff Health and Wellbeing Services, the Assignment Management Section, the Human Resources Staff Services, the STA processing Unit.

          On 2 April 2024, the new UNHCR/OG/2024/04 Operational Guidelines on Staffing in Emergencies were issued. These guidelines were jointly developed by the Division of Human Resources (DHR) and the Division of Emergency & Programme Support (DEPS). They provide guidance on addressing staffing needs throughout the phases of a declared emergency, from the “expand” period through to the “contract” period, using deployment mechanisms and medium to longer-term emergency staffing solutions. The guidelines aim to promote a cost-effective and forward-looking approach to emergency staffing, minimizing staffing gaps at critical junctures and reducing the risk of excessive staff costs in the post-emergency period.

        

      

      
        Main guidance

        
          
            3.1.1. When to request short-term assignments and for what purpose?
          

          
            	Short-term assignments and temporary appointments (ITAs/ETAs) are intended to improve the efficiency and effectiveness of an emergency response. They can be used to fill critical staffing gaps from the onset of an emergency during the ‘immediate surge’-period (month 1-3), most critically during the preparation for a more sustainable emergency response (month 4-7), up to the ‘sustainable response’-period (month 8-20).

            	UNHCR-HCP-2023-01 Policy on Emergency Preparedness and Response stipulates that country operation(s) must plan from the outset for the transition from emergency deployments to more stable staffing arrangements, including through temporary assignments.

            	In December 2024, UNHCR issued the Standard for Management of Internal Short-term Assignments in respect of International Professional Staff at UNHCR. The Standard sets out that operations in L1-L3 emergencies can directly propose an internal candidate for a short-term assignment identified through different channels, including direct selection from the Workday STA Roster, candidate pools, or previous STA openings. There needs to be a clear justification why a certain candidate was recommended. NOTE: as stipulated under Heading 1 “Overview”, this has been suspended in line with the Special Measures of 27 January 2025. While the Special Measures are still in force, Emergency Operations will need to advertise internally before recruiting externally.

            	If a staff member on a fixed-term/indefinite appointment is selected for an STA of less than six months in another duty station, it is administered as a mission if travel to the duty station is required. If the staff member is already present in the duty station, the ITA request can be for less than six months. The same applies for remote based STAs.

            	To ensure in-house capacity is utilized, priority is given to internal candidates in need of placement, i.e., non-working staff in between assignments (SIBA), staff on special leave without pay (SLWOP) pending assignment, and other internal candidates in need of placement (last months of SAL/contract, return from secondment/loan, position discontinuation/reclassification, etc.).

            	Temporary appointment processes (for external candidates) take longer to process than internal assignments of internal candidates and may delay the arrival of the person on the ground.

          

          
            3.1.2. How to request short-term assignments
          

          The emergency operation has the possibility to create and requests STAs for P staff via 1. the established HR Cell for the emergency (consisting of the emergency Operation(s), DESS and RTSU) or 2. Direct and immediate selection of a candidate to the STA Unit, DPM for processing.

          STAs for GS/NPO will be handled and processed directly by the emergency operation.

          
            a. Pre-identified candidate
          

          Re. 1. The HR Cell jointly consults on the staffing needs and the identification of the staff member. If a staff member has been identified for the need, the operation will raise the JR, or if no staff member has been identified, the operation will request advertisement through the STA Unit.

          Re. 2. The emergency Operation can directly select a candidate for a short-term assignment (STA). 

          Candidates may be identified through:

          
            	The Workday STA Roster (internal staff members in need of placement),

            	Candidate pools,

            	Talent search using Workday’s “Find Talent” functionality,

            	Previous STA openings.

          

          Functional clearance requirements can be waived for STAs in L1–L3 emergencies. Emergency operations must provide a clear justification for recommending a specific candidate.

          
            b. Advertisement and Selection
          

          If no candidate can be identified either through the HR Cell, or directly by the Emergency operation, the STA vacancy will, on the request of the emergency Operation, be advertised for subsequent selection by the emergency operation.

          
            3.1.3. Workday initiation and Approval Process for STA assignments/recruitment in Emergencies
          

          
            	Job Requisition (JR) Creation:	The Operation (Hiring Manager/local HR) initiates the STA request by creating a Job Requisition (JR) in Workday (WD).
	Refer to the Workday Job Aids:	Create a Job Requisition - Managers





            	Create, Assign Roles and Post a Job Requisition – HRResource Manager/Budget Holder Approval:	The Budget Holder receives a task in Workday to approve the JR creation.
	Snr Admin Officers or Admin/Finance Officers (operation depending) are Budget Holders.
	Refer to the Workday Job Aid: Role of Resource Manager / Budget Holder in Workday



            	Management Approvals:	The Representative approves the JR creation.
	The Bureau Director then approves the STA request.



            	Position Management Team (PMT) Action:	The PMT assigns costing allocation for the JR.



            	Routing to STAU:	The JR is automatically routed to the Short-Term Assignments Unit (STAU) in Workday for processing.



          

          
            

            NEW STA BUDGET MANAGEMENT PROCESS in place since January 2025:

            
              	The costing allocation for internal STAs AT P/D level will directly be charged to the staff budget of the requesting operation. Be aware of the potential risk of overspending!

              	The costing allocation for ETAs at P/D and all national TAs (GS, NO and FS) will be charged to ABOD.

            

            

             

            
              	
                Advertisement and Assessment
                
                  	If no candidate can be identified either through the HR Cell, or directly by the Emergency operation, the STA vacancy is posted internally for one week.

                  	The Short-Term Assignments Unit (STAU) reviews applications and shares eligible candidates with the hiring manager within three working days.

                  	Managers must assess candidates within 10 working days, with optional interviews or tests.

                

              

              	Priority Consideration:	SIBAs at grade or above the STA grade must be given full consideration.
	If a SIBA is selected at grade or above, no further documentation is needed.
	If selecting a SIBA below grade or a non-SIBA, managers must document suitability assessments for all SIBAs at grade or above.



              	
                Approval by Head of ITMS:
              

            

            
              	STAU reviews pre-selected internal candidate and, where applicable, manager’ assessments following advertisement and sends official offer to candidate.

              	Upon acceptance of offer by the candidate, Head of ITMS approves the JR.

            

            
              	
                Employment Agreement:
                
                  	The JR is referred to the Personnel Administration Section (PAS) for Employment Agreement/Staffing Transaction.

                

              

              	
                Next steps:
                
                  	PAS contacts the candidate and the receiving operation with information on the next steps, including entry medical examination, visa/residence permit arrangements, UNLP issuance, travel arrangements and security clearance.

                  	IMPORTANT: the candidate may only start working after the Medical Service confirms the candidate is fit to work, and a visa has been granted, where such is required.

                

              

            

            
              Information related to short-term appointments for external candidates
            

            While emergency operations normally have the prerogative to assign External Temporary Appointments directly under the Standard on Management of Internal Short-term Assignments, this has been suspended effective 27 January 2025 in line with the Special Measures. The freeze applies only to external applicants without prior experience with UNHCR. Please refer to the Summary of Special Measures available on the intranet.

            International ETA re-hires (external candidates who have previously worked for UNHCR) will be treated according to the Standard, which requires hiring managers to review the Short-term Assignment roster and advertise the position internally as per the Standard. If no internal candidate is identified, an external candidate (who has previously worked for UNHCR) can be re-hired if deemed mission critical and within budget. Any exception to the above requires approval by the Director of DPM.

            Further to the above (and provided any necessary exception has been granted), once an external candidate is identified by the hiring team, the Short-Term Assignments Unit reviews in detail the application of the selected candidate to ensure compliance with applicable procedures and rules. This includes eligibility/suitability screening, ‘rough grading’ to ensure candidate has the required years of experience and education background, the candidate’s past contractual arrangement with UNHCR (if applicable), the duration of the proposed ETA, among other things. Once reviewed, STAU sends the candidate’s profile for functional clearance (if applicable), for LAS/IGO clearance and for rehire clearance to Chief of APRS. Once it is confirmed that the recruitment of the external candidate is in compliance with applicable procedures and rules, the candidate’s file is forwarded to the Risk and Oversight (ROU) Unit for further processing, and once all checks and clearances are received, the case is sent to the Onboarding team of Personnel Administration Section (PAS).

            IMPORTANT: Processing and assigning an external candidate will take a minimum of one month. 

          

        

      

      
        Policies, Guidelines and Useful Links

        
          
            
              
                
          
      

              

              
                
          
      

              

              
                
          
      

              

              
                
          
      

              

            

          

        

      

      
        Learning and field practices

        
          
            
              
                Workday Job Aids
              

            

            
              
                
                  
                    Create a Job Requisition - Managers 
                  

                

              

              
                
                  
                    Create, Assign Roles and Post a Job Requisition – HR 
                  

                

              

              
                
                  
                    Role of Resource Manager / Budget Holder in Workday
                  

                

              

              
                
                  
                    How to search for Internal Short-term Assignments (STAs), and how to save job s…
                  

                

              

            

          

        

      

      
        Links

        
          ST/2024/02 Standard for Management of Internal Short-term Assignments in respec…
          Quick info & FAQs
          Summary of Special Measures
        

      

      
        Main contacts

        
          Contact in DPM:

          
            	Redeployment and Transition Support (DPM focal point for emergencies): HQRTSU@unhcr.org

            	Short-Term Assignments Unit (processing of STAs): HQTSNEED@unhcr.org

          

        

      

    

  

  
    
    

    Requesting deployments from emergency standby partners
  
  
    Requesting deployments from emergency standby partners

    
      13 February 2025

      
        Key points

        
          	
      UNHCR has agreements with several emergency standby partners that are able to deploy individual experts in a wide range of functions for an average of 6 months (with possible extension), often supported by the standby partners’ own resources (considered as in-kind contributions).

          	
      Country operations under emergency declarations (L1, L2, L3), or at high risks of emergencies, and/or covered by IASC systemwide Scale-up, can request deployments from standby partners. 

          	
      Country operations and HQ divisions can also request deployment(s) from standby partners if they require specific profiles or expertise that are not internally available to pursue organizational strategic priorities. 

          	
      To request a deployment from standby partners, contact the Emergency Preparedness, Deployments and Partnerships Section (EPDPS) in the Division of Emergency, Security and Supply (DESS).

          	
      Deployment requests from standby partners need to include TORs endorsed by the Representative. There may be cases where the partners do not have funds / suitable candidates to support.

        

      

      
        Overview

        
          In order to improve the efficiency and predictability of an emergency response, UNHCR has concluded a number of standby partnership agreements with Government agencies, NGOs, and private sector entities whose specific expertise and capacity complement UNHCR's internal emergency and surge capacity. Emergency standby partners are organizations or entities that maintain a capacity of personnel or equipment on standby, which can be deployed upon request, to enhance UNHCR's capacity to respond to humanitarian crises. UNHCR's emergency standby partners offer two kinds of services: Deployment of personnel and service packages.

          Through the deployment of standby personnel, qualified experts are made available for short periods, often as an in-kind contribution to UNHCR. Emergency standby partners can provide a wide range of skills, such as technical experts (in shelter, site planning, WASH, energy & environment, etc.); protection specialists (child protection, gender-based violence, accountability to affected populations etc.), or have skills in cluster/sector coordination or information management.

          A service package is a pre-defined set of operational support equipment that, upon request and mutual agreement between UNHCR and a partner agency, is deployed to a UNHCR operation. Packages often include the deployment of a dedicated support team that helps to set up the package and train UNHCR staff on its use. Examples of service packages are base camps for offices or staff accommodation (tented or prefabricated facilities), construction of durable structures (accommodation, operational facilities), ICT module (including systems to enhance connectivity for forcibly displaced people), civil/mechanical engineering modules or logistical support. Standby partners that provide service packages are specialized in governmental crisis management and are open to discuss various types of support requests.

          The following entry covers the deployment of standby personnel. For detailed information on internal deployment mechanisms. For detailed information on the deployment of Service Packages. 

        

      

      
        Relevance for emergency operations

        
          The deployment of standby personnel is meant to temporarily complement UNHCR staffing, especially in emergency operations. Therefore, it should be used strategically and should not be used to fill regular staffing gaps.

          The possibility to secure a standby deployment depends on the standby partner’s funding (Standby Partners usually have their own geographic or thematic priorities), availability of suitable roster members and thematic/strategic interest of partners. It takes several weeks to secure such deployments, usually up to 8 weeks. 

        

      

      
        Main guidance

        
          
            Requesting Deployments from Standby Partners
          

          In general, standby deployments can be requested when UNHCR operations meet one or more of the following criteria:

          
            	UNHCR operations need emergency staffing that are not internally available, and are in one or more of the following situations:

          

          (i)           under UNHCR’s declared emergencies (Level 1/2/3)

          (ii)          rated at high risk of emergencies (ERM risk register)

          (iii)         covered by IASC systemwide Scale-Up

          
            	UNHCR operations and HQ divisions require specific profiles or expertise that are not internally available to pursue organizational strategic priorities.

          

          Standby partner deployment requests from declared emergency operations will be prioritized among all the requests. The average duration of the standby deployment is 6 months, with possible extension. The deployment duration may be shorter (e.g. 3 months) in certain circumstances, depending on the needs on the ground. 

          UNHCR currently has Standby Partnership Agreements with 20 Standby Partners.

          They are the following:

          
            	CANADEM, International Civilian Response Corps, Canada

            	CISCO Crisis Response

            	Danish Refugee Council (DRC)

            	Danish Emergency Management Agency (DEMA)

            	Directorate for Civil Protection and Emergency Planning of Norway (DSB/DCPEP)

            	Dutch Surge Support, Netherlands Enterprise Agency (RVO - DSS Water/MHPSS)

            	Emergency.lu, Luxembourg

            	Ericsson Response

            	Foreign, Commonwealth and Development Office (FCDO)

            	German Center for Peace Operations (ZIF)

            	German Federal Agency for Technical Relief (THW)

            	International Humanitarian Partnership (IHP)

            	iMMAP Inc.

            	Irish Aid, Department of Foreign Affairs and Trade

            	NORCAP - A part of the Norwegian Refugee Council

            	RedR Australia

            	Swedish Civil Contingencies Agency (MSB)

            	Swiss Agency for Development Cooperation (SDC)

            	Veolia Foundation

            	White Helmets Commission

          

          The standby partner deployees are considered as ‘UN expert on mission' and support emergency response within the UNHCR's office structure in the country and should be given equal access to security, office space and accommodation as international professional staff. 

          If a standby partner is not able to fully fund a deployment, costs may be covered by the requesting UNHCR operation under a Reimbursable Loan Arrangement (RLA) on an exceptional basis. In this case, standby partners would submit a budget to be confirmed by the UNHCR country operation, prompting the operation to prepare a Letter of Agreement (LoA) that is to be signed by both parties. This modality can be used to cover the cost of an extension, should the standby partner not have funding available. Please note that not all partners are able to issue RLAs.

          
            Requesting an emergency deployment from Standby Partners:
          

          
            	Contact Emergency Preparedness, Deployments and Partnerships Section (EPDPS)/DESS and the Regional Bureau. The request must be submitted to EPDPS/DESS with TORs and a Request Form endorsed/signed by the Representative, keeping the Regional Bureau in copy. The TORs should be provided in Word format, while the request form should be provided in PDF format.

            	Profile: The TORs should be specific and realistic, in line with the timeframe of the deployment. It is recommended to avoid using standard job descriptions given the shorter and temporary nature of these deployments. The more specific the TORs are, the higher the chance of identifying a candidate corresponding to the actual needs of the operation. UNHCR colleagues can find the TOR template as well as the Standby Partner request form on the Emergency Response and Preparedness Portal.

            	Grade: Given that the majority of standby partner roster members are at P3 or P4 levels, it is generally recommended to avoid requesting junior experts at P2 level. P5 roster members can exceptionally be identified for specific roles, but a longer processing time should be expected. 

            	Feasibility and timeframe: Success in securing standby partner deployments depends on several factors, including the availability of funding on the standby partner’s side (often reflecting the partner’s geographic or thematic priorities), as well as the availability of a suitable candidate in the standby partner’s roster. Other UN agencies have similar agreements with the same standby partners hence UNHCR shares partners with other UN agencies and some profiles can be in high demand. Some experts can be particularly hard to find, such as a combination of technical profiles with a specific language requirement (e.g. Arabic, French or Spanish). The time it takes to secure a deployment varies. It may take from 6 to 8 weeks, depending on the context, profile and the partner, but could also take less time also faster. It is thus important for the country operation to consider alternative staffing solutions from the onset should the deployment request not be successful, especially in the emergency phase or if the need is urgent.

            	Administration: The standby partner is responsible for the arrangement and payment of most administrative matters related to the employment cost including salary, daily subsistence allowance (DSA) and any other benefits. UNHCR is responsible for covering the cost of internal travel (excluding DSA) and travel to the designated Rest and Recuperation (R&R) location. More details on the administration of the deployment of standby personnel are available in the Standby Partners Deployments Information Note available on the Emergency Response and Preparedness Portal.

          

          
            Requesting Service Packages from standby partners
          

          
            	Contact the Emergency Preparedness, Deployments and Partnerships Section (EPDPS)/DESS and the Regional Bureau for advice depending on the nature of the request. A formal request must be submitted to EPDPS/DESS with TORs and a Request Form endorsed/signed by the Representative, keeping the Regional Bureau in copy. Once a relevant standby partner has been identified and the service package defined, DESS or relevant divisions will support in drafting a Letter of Agreement (LOA) between the standby partner and the receiving country operation specifying the role of each party. Country operations should expect to support with the logistical procedures to move equipment into the country.

            	Profile: Standby partners will deploy specialized roster members for service packages on shorter missions and they are usually not available for longer-term deployments. 

            	Timeframe: Depending on the nature of the request, the implementation can be very quick for some packages or requires some time for larger projects. The standby partner might undertake an initial assessment mission to ensure that the service package is tailored to the specific context and follow up with missions for maintenance/upgrades. 

          

        

      

      
        Post emergency phase

        
          Emergency operations may request deployments from standby partners at any time, during which they are covered by the funds associated with an emergency declaration (L1, L2 or L3). Standby partner deployments can also provide support in the post-emergency phase as well as in protracted crises as long as the deployments are considered as UNHCR’s strategic priorities, and it does not have internally available human resources. The operations are encouraged to plan for mid and longer-term staffing requirements as soon as possible when an emergency is declared, including standby partner deployments. 

        

      

      
        Links

        
          Accessible to UNHCR staff only: Emergency Preparedness and Response Portal – St…
          Accessible to UNHCR staff only: Emergency Preparedness and Response Portal – Se…
        

      

      
        Main contacts

        
          Contact to request a standby partner deployment and/or Service Package, contact the Emergency Preparedness, Deployments and Partnerships Section (EPDPS) in the Division of Emergency, Security and Supply (DESS) at hqdeploy@unhcr.org 

        

      

    

  

  
    
    

    Requesting emergency deployments from UNHCR internal deployment mechanism
  
  
    Requesting emergency deployments from UNHCR internal deployment mechanism

    
      13 February 2025

      
        Key points

        
          	
      Country operations under emergency declaration (L1, L2, L3) can request additional staff from UNHCR internal emergency deployment mechanisms. The roster members are trained and on call to be deployed to emergency operations at short notice.

          	
      First responder mechanisms of the Regional Bureaux and corporate missions from HQ divisions and other operations complement the global emergency deployment mechanisms.

          	
      Emergency deployment requests from the internal deployment mechanisms need to include TORs and to be endorsed by the Representative and the Regional Bureau.

          	
      To request an emergency deployment, contact the Emergency Preparedness, Deployments and Partnerships Section (EPDPS) in the Division of Emergency, Security and Supply (DESS).

        

      

      
        Overview

        
          UNHCR is committed to deploying the right people to the right place, at the right time, to effectively respond to emergencies. In line with UNHCR’s Policy on Emergency Preparedness and Response, at any point during an emergency declaration (L1, L2 or L3), country operation(s) may request deployments from internal and/or standby partners deployment mechanisms to address increased or new humanitarian needs. This entry provides information on internal deployment mechanisms. For detailed information on deployment through partners, see the entry Requesting deployments from emergency standby partners. 

          If you are a UNHCR staff interested in applying for internal emergency deployment schemes, more information can be found in the Frequently Asked Questions on Emergency roster membership and deployment.

        

      

      
        Relevance for emergency operations

        
          Emergencies generally require immediate additional workforce to augment UNHCR’s existing presence and capacity to respond. This section provides guidance on UNHCR's different internal deployment mechanisms designed to provide short-term surge capacity and is applicable to all situations for which an emergency has been declared by UNHCR.

        

      

      
        Main guidance

        
          This section first provides information on the types of UNHCR’s internal emergency deployment mechanisms, followed by advice to the operations on how to request such emergency deployments.

          DESS is responsible for managing UNHCR’s internal emergency deployment schemes (DESS Emergency Surge Team, ERT and SCER), and jointly manages Emergency Functional Rosters with relevant HQ divisions.

          UNHCR's internal emergency deployment mechanisms enable the organization to maintain 100-150 active roster members at any given time for emergency deployments. First responder mechanisms of the Regional Bureaux and corporate missions from HQ divisions and other operations complement these global emergency deployment schemes.

          
            A) Emergency Surge Team of the Division of Emergency, Security and Supply (DESS)
          

          The DESS Emergency Surge Team is a multi-functional team of emergency professionals who can be deployed at short notice as a team or individually to provide emergency response coordination as well as specific technical support in declared emergencies. Deployments can also be sought exceptionally in other situations that are being considered for an emergency declaration or based on corporate priorities, as decided by the DESS Director.

          
            B) Emergency Rosters (managed by DESS)
          

          
            
              
                	
                  
                    Roster
                  

                
                	
                  
                    Details
                  

                
                	
                  
                    Deployment within (hours)
                  

                
                	
                  
                    Roster commitment period (months)
                  

                
                	
                  
                    Deployment duration (months)
                  

                
              

              
                	Emergency Response Team (ERT)
                	Contains all profiles
                	
                  72

                
                	
                  9

                
                	
                  3

                
              

              
                	Roster members participate in the Workshop on Emergency Management (WEM)
              

              
                	Senior Corporate Emergency Roster (SCER)
                	Profiles include emergency coordination, managerial functions
                	
                  72

                
                	
                  9 

                
                	
                  2 with possibility to extend

                
              

              
                	Roster members participate in the Senior Emergency Leadership Programme (SELP) 
              

            
          

          
            C) Emergency Functional Rosters (managed jointly by DESS & the Divisions)
          

          
            
              
                	
                  
                    Emergency Functional Roster
                  

                
                	
                  
                    Jointly managed by
                  

                
                	
                  
                    Related profiles and trainings
                  

                
                	
                  
                    Deployed within (hours)
                  

                
                	
                  
                    Commitment period (months)
                  

                
                	
                  
                    Deployment duration (months)
                  

                
              

              
                	Information Management
                	DESS and Global Data Service (GDS)
                	
                  Information Management

                  
Training of Information Management in Emergencies (TIME)

                
                	
                  72

                
                	
                   12

                
                	
                  3

                
              

              
                	Interagency Coordination
                	DESS and Partnership and Coordination Service (PCS) and clusters
                	Protection, CCCM, and Shelter Coordination
                	
                  72

                
                	
                  12

                
                	
                  3

                
              

              
                	Interagency Coordination Course (IACC)
              

              
                	Registration
                	DESS and GDS
                	
                  Registration, Operational Data Management (ODM)

                  Emergency Registration Learning Programme (ERLP) 

                
                	
                  72

                
                	
                  9

                
                	
                  3

                
              

            
          

          
            Advice to request an emergency deployment from UNHCR internal emergency deployment mechanisms listed above:
          

          
            	Contact EPDPS/DESS. The request must be endorsed by the Representative and the Regional Bureau, and accompanied by the following:	An official request by email, containing the following information:	Mission location
	Deployment duration
	Language requirements
	The budget code for travel and DSA: UNHCR internal Staff (ABOD), or International United Nations Volunteer (OPS)
	Visa requirements


	Terms of Reference (TORs):	UNHCR colleagues can find the TORs template and generic ToRs to be adapted to the specific context on the Emergency Response and Preparedness Portal (accessible to UNHCR staff only).
	The TORs should include clear reporting lines (name of supervisor) and concrete deliverables.


	An existing welcome package for new staff or a one pager on useful information on the following:	Security level/situation
	Description of working conditions (availability of communication equipment, vehicles, internet access, etc.)
	Description of living conditions (accommodation, facilities, electricity, food, water, etc.)





            	
              The DSA and travel costs
              of UNHCR internal emergency roster members are covered by the requesting operation.
            

            	Staff on the ERT, Emergency Functional Rosters or SCER rosters, as well as DESS Surge Team members are mobilized within 72 hours after receiving the official travel instructions from DESS, if visa is not required.

            	When considering emergency deployments, an operation should ensure availability of administrative support, such as office space, equipment, and accommodation according to applicable standards as well as mandatory personal security equipment (handsets, PPEs, etc.).

            	Plan from the onset of an emergency for mid/longer term staffing needs.

          

        

      

      
        Post emergency phase

        
          While operations may request deployments from internal or standby partner deployment schemes at any time during which they are covered by an emergency declaration (L1, L2 or L3), emergency operations are required to look at sustainable staffing options from the start, and to think about the medium- and longer-term staffing plans. 

        

      

      
        Policies, Guidelines and Useful Links

        
          
            
              
                
                  
                    
                      
                        
                          UNHCR/HCP/2023/01 Policy on Emergency Preparedness and Response
                          
                            

                          

                        

                      

                    

                  

                

              

            

          

        

      

      
        Links

        
          Accessible to UNHCR staff only: Emergency Preparedness and Response Portal – Em…
        

      

      
        Main contacts

        
          Contact UNHCR Emergency Service (ES) / Emergency Preparedness, Deployments and Partnership Section / EPDPS at hqdeploy@unhcr.org

        

      

    

  

  
    
    

    Staffing in Emergencies
  
  
    Staffing in Emergencies

    
      12 February 2025

      
        Key points

        
          	
      Minimize the creation of Fast-Track positions (and which need to be mainstreamed or reduced in the subsequent post-emergency phase)

          	
      Maximize opportunities for national staff to participate in the emergency response, including through missions and Field Service (FS) positions

          	
      Urge operations to utilize stand-by partnership deployments, Affiliate Workforce, Temporary Assignments/Appointments and corporate missions to stabilize the emergency response, over Fast-Track positions

          	
      Introduce a staffing review in the next annual programme cycle after the emergency declaration expires, to strategically plan for the post-emergency declaration phase

        

      

      
        Overview

        
          Emergencies generally require immediate additional workforce to augment UNHCR’s existing presence and capacity to respond (“expand” period), and the possibility to quickly right-size after, in the post-emergency declaration phase (“contract” period). The sections below detail the new approach to be followed for declared emergencies.

        

      

      
        Relevance for emergency operations

        
          These guidelines outline a cost-effective, seamless, strategic approach to emergency staffing, minimizing staffing gaps at critical junctures and reducing the risk of excessive staff budgets in the period after an emergency declaration has expired.

        

      

      
        Main guidance

        
          The below table outlines the various phases of an emergency, including the “immediate surge”, “preparation for sustainable emergency response” and then a longer, more sustainable phase, which can last up to 20 months in total.  These timelines are indicative as emergencies do not always follow the same pattern, scale or duration. Therefore, the “expand” period will not necessary follow all the stages, and the “contract” period can happen much earlier.
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                  Months (tentative)
                
                	
                  1 - 3

                
                	
                  4+

                
                	
                  8-20+

                
                	
                  1st programme cycle after expiry of the emergency declaration

                
              

              
                	
                  Emergency staffing arrangements (in order of preferred consideration)
                
                	
                  
                    	Repurposed in-country human resources

                    	First responder mechanism (regional)

                    	DESS surge team

                    	Internal emergency roster mechanisms

                    	Corporate Missions

                    	Internal Temporary Assignment (ITA)/ External Temporary Appointment (ETA)

                    	Standby partners

                    	UNV

                    	Critical Fast-Track

                  

                
                	
                  
                    	ITA/ETA

                    	Corporate Missions

                    	Standby partner

                    	Internal emergency roster mechanisms

                    	UNV

                    	Local individual contractors (including UNOPS)

                    	Fast-Track (months 7 - 8)

                  

                
                	
                  
                    	Fast-Track

                    	ITA/ETA

                    	Corporate Missions

                    	Standby partner deployments

                    	UNV

                    	Local individual contractors (including UNOPS)

                  

                
                	
                  Right-sized post-emergency

                  staffing:

                  
                    	Standby partners

                    	UNV

                    	Local individual contractors (including UNOPS)

                  

                
              

              
                	
                  Required actions for the next phase
                
                	Initiate standby partner/affiliate workforce requests and job requisitions for TAs
                	Identify minimal Fast-Track needs and advertise positions (months 4-5)
                	Conduct comprehensive staffing review
                	 
              

            
          

           

          
            I. “Expand” period
          

          
            a) Immediate surge (months 1 to 3):
          

          The immediate staffing needs in a declared emergency should be addressed through the following mechanisms in order of preferred consideration (applicable for in- and out of country local and international workforce):

          
            	repurposing (redeployments, local missions) existing in-country workforce (Representative authority, with consents of concerned personnel);

            	utilizing Regional Bureaux first responder mechanism (Bureau Director authority);

            	request DESS surge team deployment (Operation requests, through Bureau, to DESS);

            	request DESS emergency roster deployments (Operation requests, through Bureau, to DESS);

            	missions of staff from other operations/HQ (Operation/Bureau to operation/Bureau/HQ requests);

            	ITA/ETA (Operation/Bureau creates and requests directly to DHR ETSU or via HR Cell for P staff; Operation creates and requests TAs for GS/NPO);

            	request Standby Partners (Operation/Bureau requests to DESS, noting possible 8-week delay and possibilities where standby partners may not have funds / suitable candidates);

            	request UNV deployment (either on a ERT mission for three months for eligible International UNVs or as a standard UNV deployment);

            	request for creation of a limited number of essential positions through Fast-Track, if necessary to keep predictability of the emergency response and to reduce reputational risks (for instance, in case the emergency is large-scale or happens in a location where UNHCR had no significant presence) – Operation through Bureau to DHR and DSPR.

          

          
            The target composition of expanded workforce would be, at most, a 70:30 ratio between staff and affiliates, i.e. total number of affiliates in the operation, including pre-emergency, should not exceed maximum allowed 30%.
          

          
            Country operations are advised to immediately plan for the next phase, identifying needed profiles including for standby partners / affiliate workforce as well as local and international Temporary Assignments/Appointments. 
          

          
            b) Preparation for sustainable emergency response (months 4+):
          

          Emergency staffing would be addressed primarily through the continuation of surge arrangements for local and international workforce, including, ITA/ETA, missions, standby partner, emergency roster mechanisms, local individual contractors and UNV and, in exceptional cases, essential Fast-Track positions.

          
            The target composition of expanded workforce
            would remain at 70:30 ratio between staff and affiliates. However, affiliates could be hired through ETA as specified above and will then be considered as staff. Total number of affiliates in the operation, including pre-emergency, should not exceed maximum allowed 30%.
          

          At the same time and if required, the operation will plan for a minimal post creation, advertised through Fast-Track modalities (proposal submitted to DHR and DSPR/RMPB by month six):

          
            	By month six, the operation, through the Bureau, will propose a minimal number of positions to be advertised through the Fast-Track mechanism. Local and International positions proposed for creation must be foreseen to be required for a full 12 months, upon assignment (and if not, alternative interim staffing arrangements should be utilized).

            	Positions to be considered for a Fast-Track would include, inter alia, key leadership (Head of Sub/Field Office), managerial and functional positions (which are internal/critical to UNHCR, like: HR, supply, inter-agency coordination, CBI, finance, administration, programme and protection management positions). Technical functions such as shelter, public health, wash, site planning will be filled utilizing standby partner arrangements, ITA/ETA, eligible UNVs, and local individual contractors. Local individual contractors can be hired in-country. When medical insurance coverage becomes available, international individual contractors could be deployed from outside the country.

            	The draft Fast-Track would be shared with DHR and DSPR for review, and thereafter submitted to the RPMB. DHR will review for technical correctness, such as position numbers, title and classification alignment, seeking DESS views in line with emergency functions.

            	The RPMB is urged to solicit DESS’s views on the appropriateness of the staffing composition.

          

          
            
              Special considerations for in-country arrangements
            
          

          
            	Overall, UNHCR advocates that, to the extent possible, workforce planning considers the advantages of national workforce solutions to strengthen know-how and knowledge and build sustainability.

            	Following the immediate surge stage, operations are encouraged to identify local workforce needs, based on a gap analysis, and prioritizing use of temporary appointments, which can be extended for up to two years.

            	At this emergency phase, it may be prudent to limit the creation of national positions to be advertised through Fast-Track procedures, which carry an expectation of a longer-term tenure.

            	The creation of Field Service (FS) positions is encouraged as an alternative for international professional positions for transfer of appropriate skills to locally recruited workforce in the country. FS positions could be also advertised through Fast-Track procedures.

            	For specific, time-bound functions, e.g., registration staff or other technical functions, local individual contractors (including local UNOPS) or national UNVs may be an option.

          

          
            c) More sustainable emergency response (months 8 to 20+):
          

          The outcome of the minimal Fast-Track would be completed, with newly-appointed staff members re-assigned, deployed and taking up their functions by month 8 or 9.  These positions would be expected to continue for 12 months from the date of (re-)assignment. 

          Other staffing needs would be filled through ITA/ETA, missions, standby partner deployments, UNV or local individual contractors.

          
            The target composition of expanded workforce would be no more than a 30:70 ratio between staff appointed through Fast-Track and other workforce arrangements and not exceeding a 70:30 ratio between staff and affiliates.
          

          All emergency operations benefitting from Fast-Track creations have to complete a mandatory staffing review before the first programme cycle after the emergency declaration expiration, as part of a workforce planning exercise. The objective of the review would be to define strategic forward-looking priorities to address the protection, assistance and coordination needs in the post-emergency “contract” period, and based on these priorities, agree on staffing and budgetary requirements. Mandatory workforce planning exercise must cover the overall country operation (not only emergency post creations) and align resources to new deliverables/outputs.

          It is recommended for the country operations, in collaboration with the Regional Bureau and with support from DHR, to designate a lead entity (a multi-functional team) to conduct staffing reviews. These reviews will assess staffing levels, organizational structures, presence, and functions from a strategic perspective, ensuring alignment of the recent emergency operation with the overall objectives of the Representation.

          The review process focuses on both structural and staffing considerations, concentrating on positions and offices rather than individuals. It involves four stages: data collection (comprising analytics and interviews), findings (including identified gaps), recommendations (proposing corrective actions), and decisions and implementation. Throughout this process, key findings are validated with relevant stakeholders, and the final report containing recommendations is approved by senior management. Recommendations regarding position changes are implemented in accordance with the authorities outlined in the Resource Allocation Framework (RAF), while interventions related to individuals should be addressed through the HR Action Plan. The methodology and practical staffing review toolkit are available in the UNHCR Handbook for Workforce Planning, p. 13, paragraphs 51-60, and pp. 29-35, Annex 8.

          
            II. “Contract” period
          

        

      

      
        d.	Post-emergency declaration phase (following first programme cycle / first year after Fast-Track)

        
          By the twentieth month at the latest, the right-size staffing will be implemented in the operation. Staff on still essential Fast-Track position should be fully integrated into the operation’s staffing structure, supported, if required, by standby partners, international and national affiliate workforce (local individual contractors and UNVs). UNOPS and other contractors who took an international ETA for 6-12 months during the emergency may return back to their initial affiliate contracts at the end of the ETA, depending on availability of needs.

        

      

      
        Policies, Guidelines and Useful Links

        
          
            
              
                
          
      

              
