DRAFT
DRAFT
DRAFT




DRAFT


Country Office Emergency Response Human Resources Management Systems Checklist

	DOCUMENTS/ SYSTEMS
	COMMENTS
	COUNTRY OFFICE NOTES

	International staff recruitment
	
	

	CO staffing matrix
	See template
	

	Develop a staffing plan
	Include needs to relocate existing national and international staff to the crisis location, bringing in new international staff for the emergency, bringing in new international staff to cover ongoing programmes and hiring new national staff for the emergency or ongoing programmes. Ensure sufficient staffing for programme support as well as programme positions.
	

	General CO organigram and emergency programme organigram
	Update staffing structure as required and circulate – particularly back to the lead member
	

	TORs
	See generic CERT TORs that can be utilised or modified as necessary. Ensure all existing CO staff have clearly defined roles for the emergency and incoming staff have TORs. Ensure reporting lines are clear. Review and update TORs as necessary.
	

	Personnel budgeting 
	Ensure proposal writers and finance staff include all necessary personnel related expenses within budgets. Include salaries, accommodation, international and national travel, per diems, visas, medical, insurances, personal items such as mosquito nets, tents & sleeping gear and psycho-social support costs such as briefings and debriefing (this may require actual psychologist and welfare staff deployments).
	

	Requisition form
	See template. Upon selection of staff a requisition should be sent to the employing national member to be completed for the CO finance dpt.
	

	Travel/Invitation letter
	To be produced either by the CO or employer for staff entrance to the country.
	

	Visa processing
	Visa extensions may be required.
	

	Work or travel permits
	These may be required in some countries for staff travelling to crisis areas or for staff being employed on long contracts.
	

	Pre-departure
	
	

	Pre-departure checklist
	See template to be modified for each emergency. Send to all employing national members for circulation to selected staff.
	

	Visitors briefing pack
	See generic kit list for modification. CO to develop and send to all employers to give to staff prior to travel.
	

	On-arrival in country
	
	

	In-country orientation, information kit and security briefing
	See template of orientation topics. Information kit to be developed by the CO. This usually contains information that is regularly changing with the crisis and thus cannot be contained in the pre-departure kit.
	

	Entry interview
	See template. To be completed by all staff on arrival as part of the CO orientation/briefing
	

	CO staff master chart - register of arrival and departure travel ticket dates, contract start and end dates, visa validity dates, record of embassy registrations, insurance
	See template. These items may be captured in the one CO staff tracking spreadsheet by utilising information from the entry interview form.
	

	CO Record of Emergency Data form (RED) 
	Template available in the CET
	

	Personnel files with copies of – TORs, requisitions forms, copies of passports, travel tickets and CO entry interview form
	
	

	Asset register
	All equipment going to the field must be registered and signed in upon return
	

	Staff contacts sheet
	To be produced by the CO and provided as part of staff orientation and carried by all staff at all times
	

	CARE ID cards
	Employers should provide these to staff prior to travel however COs should be prepared to make them up if staff arrive without them
	

	Leave application and leave tracking forms
	As in use in CO
	

	Duty travel form
	As in use in CO
	

	
	
	

	Staff welfare
	
	

	Psycho-social support and staff welfare policy/program
	See HR chapter in the CET
	

	Country departure
	
	

	Exit interview
	To be completed for all staff departing the CO.
	

	Appraisal
	To be completed by line managers with each employee prior to departure and send to the employing national member.
	

	Separation and employer specific departure/ termination requirements
	
	

	In-country remuneration and benefits
	
	

	Salary structure – multiple member rates
	
	

	R & R policy
	
	

	Per diem policy
	
	

	Accommodation
	
	

	
	
	

	
	
	

	National staff
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