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1. Introduction 
 
The Stand-By Partnership Programme (SBPP) is a central element of OCHA’s sustained efforts to 
provide appropriate response capacity to new and escalating humanitarian emergencies.  The SBPP 
offers expert capacity to assist in addressing the growing demands on humanitarian actors including 
OCHA, to provide timely, professional, and cost-effective expertise in a number of areas. SBPP 
deployments are managed by the Surge Capacity Section (SCS), Emergency Services Branch, 
OCHA Geneva.   
 
Supported by a growing number of external Stand-By Partners (SBP), the SBPP allows for the rapid 
deployment of humanitarian experts for temporary support to field offices confronted with sudden 
emergencies and sharp increases in workload. Through the SBPP a diversity of experienced, 
motivated, humanitarian relief professionals can be fielded quickly to support field operations in need 
of additional capacity.  SBP have established rosters of staff, which can be quickly recruited and 
deployed, offering a cost-effective and flexible way of temporarily augmenting OCHA’s field capacity.  
This in turn helps OCHA meet the demands of multiple humanitarian crises.  
 
The objective of this SBPP Users’ Guide is to provide Partners, organizations interested in becoming 
SBP and OCHA managers, both in the field and at headquarters, with practical advice on use of this 
valuable source of experienced, gratis personnel. The Guide includes criteria for engagement of SBP 
Experts, 1  along with procedures for each stage of the deployment: from the initial request to 
completion of the assignment. 
 
2. Criteria for use of Stand-By Partner Experts 
 
OCHA offices operate in fluid field contexts and are often faced with sudden ‘shocks’ in the 
humanitarian environment, with associated impacts on the workloads of the affected offices.  To 
address new or escalating needs (including ‘force majeure’ situations, e.g. the sudden departure of 
essential staff due to a government decision, illness, etc.), SBP Experts may be used to provide 
interim assistance. 
 
General Assembly Resolution 51/243 stipulates that the use of gratis personnel is authorized on an 
exceptional basis including: (a) to provide temporary and urgent assistance in case of 
unforeseen emergency situations, or (b) to provide specialized expertise not available within 
the United Nations, as detailed below. Gratis personnel from the SBPP cannot  be used as a 
substitute for regular staff recruitment. 
 

a) In the case of an unforeseen emergency situation, assignments are fixed for an initial period of 
three months, extendable to a maximum of six months.  If the workload is expected to persist, 
the Office should seek additional resources through a cost plan revision and creation of a 
post(s). Good planning to avoid gaps and facilitate handover and continuity of tasks is needed 
to ensure longer-term staff is in place before the departure of the SBP Expert. In recent years, 
SBPP deployments have averaged duration of 4 to 5 months, in line with the above 
parameters. Continued discipline to maintain appropriate and durable utilisation of the SBPP 
as an emergency staffing mechanism is essential.  
 

b) SBP Experts can be exceptionally used to perform specialized functions2 where OCHA does 
not have the appropriate expertise and resources. The need for specialized functions should 
be regularly reviewed including during preparation of cost plans, particularly in protracted crisis. 
If the need for a specialized function is expected to continue, recruitment of the needed 
personnel should be considered. The duration of specialized assignments cannot exceed 12 
months.  
 

                                                 
1 For consistency purposes, SBP Expert is used throughout the document. Other terms include Deployees, Secondees and 
Gratis Personnel. 
2 ONLY functions that are NOT included in the UN core group of approved generic job profiles can be categorized as 
specialized functions. 
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SBP Experts can also deploy in new emergencies where OCHA has not yet established a presence 
or as temporary support to a Resident/Humanitarian Coordinator.  OCHA can also make SBP Experts 
available to UN integrated missions to perform humanitarian tasks. In these situations deployments 
are coordinated with OCHA Country/Regional Offices and a local Letter of Agreement with the 
receiving agency is agreed to confirm modalities of deployment. In cases where SBP Experts are 
deployed to entities within the UN Secretariat other than OCHA, the receiving entities must ensure 
adequate support to SBP Experts in accordance with section 7 (General Terms and Conditions/Roles 
and Responsibilities) below.  
 
See Annex 1 for the legal basis for the secondment of Stand-By Partners Experts.  
 
3. Stand-By Partners 
 
OCHA maintains Memoranda of Understandings with fourteen external partners. These organizations 
manage active rosters of pre-screened and experienced personnel from which they submit candidates 
to OCHA in response to an official request for a SBP deployment. 
 
OCHA’s current SBPs are:  

1. CANADEM – Canada’s Civilian Reserve (www.canadem.ca) 
2. DEMA – Danish Emergency Management Agency (www.brs.dk) 
3. DFID – Department for International Development, UK (www.dfid.gov.uk) 
4. DRC – Danish Refugee Council (www.drc.dk) 
5. ICRU – Icelandic Crisis Response Unit (www.mfa.is) 
6. iMMAP – Information Management and Mine Action Programs (www.immap.org) 
7. Irish Aid – Ministry of Foreign Affairs of Ireland (www.irishaid.gov.ie) 
8. MapAction (www.mapaction.org) 
9. MSB – Swedish Civil Contingencies Agency (www.msbmyndigheten.se) 
10. NRC – Norwegian Refugee Council (www.nrc.no) 
11. Qatar Charity (www.qcharity.org) 
12. RedR Australia – Registered Engineers for Disaster Relief Australia (www.redr.org.au) 
13. SDC/HA -  Swiss Agency for Development and Cooperation, Department of Humanitarian Aid 

and Swiss Humanitarian Aid Unit (www.sdc.admin.ch) 
14. ZIF – Center for International Peace Operations (www.zif-berlin.org)  

 
See Annex 2 OCHA Template Memorandum of Understanding.  
See Annex 3 for additional information on the OCHA Stand-By Partners. 
 
4. SBP Experts’ Profiles 
 
Humanitarian Affairs Officer (HAO)  at the P3/P4 level are the main strength of SBPs. HAOs 
perform the following tasks:    

• Coordinate the humanitarian response and cluster support/coordination including organizing 
and chairing interagency / inter-cluster meetings as appropriate. 

• Liaise with relevant partners including facilitating consultations between UN agencies, 
humanitarian partners and national authorities on emergency relief related matters.  

• Participate in joint inter-agency needs assessments and identify gaps. 
• Draft situation reports (collect, compile and analyze information) and produce updates 

including identification of gaps. 
 
Increasingly, SBP are providing HAOs with experience in Needs Assessment Coordination, 
Communicating with Communities, Cluster Coordination, etc.  
 
Information Management Officers (IMOs) , including Geographical Information Systems Officers 
(GIS) and Web-developers: 

• Support decision making through collection, processing, and timely dissemination of 
information relevant to the response. 

• Update and assimilate global information management standards, policies and procedures to 
guide related activities within the OCHA Office. 
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• Develop and maintain a client-oriented approach with relevant stakeholders.  
• Design and implement a structured dissemination plan for information products and services 

(e.g. reports, data, maps) through, for example, hard copy, stand-alone executable programs, 
CD-ROMs and websites 

 
Civil Military Coordination Officers (CM-Coord) : 

• Establish links with Senior Military Officers in International and National Military Forces, 
Military Liaison Officers, and personnel in UN agencies. 

• Monitor, analyze and report on accomplishments and progress as well as identify and follows 
up any potential or actual friction points. 

• Assess and analyse the civil-military environment to formulate and implement a UN-CMCoord 
strategy and action plan. 

• Lead and/or participate in large, complex projects, to include disaster assessment or other 
missions; coordinates international humanitarian/emergency assistance for complex 
emergency/disaster situations. 

 
Public Information Officers (PIOs  - including reporting or media relations roles): 

• Monitor and analyze current events, public opinion and press, identify issues and trends, and 
advise management on appropriate action/responses. 

• Draft humanitarian bulletins, situation reports, key humanitarian messages, briefing notes/kits, 
press releases and other information materials. 

• Timely provision of relevant and reliable humanitarian information. 
• Participate in the implementation of OCHA communication strategy. 

 
Other Specialized profiles include: 
 
Environmental Field Advisors (EFA):    

• Assess the underlying environmental issues that may have contributed to the crises or 
disaster in the first place as well as reducing the risk of reoccurrence. 

• Identify and assess environmental hazards and potential impacts of crisis. 
• Provide an overall support function on environmental issues to the clusters and humanitarian 

partners. 
• Identify technical and operational capacity needs related to environmental issues and plan and 

facilitate training/briefing sessions/workshops. 
 
Cash Coordination Officers (TOR under development). 
 
5. Requesting a Stand-By Partner deployment 
 

a) The Country / Regional office completes the Integrated Surge Capacity Request Form (Annex 
5 or http://ochanet.unocha.org/TI/Surge_Capacity/Pages/default.aspx), which includes the 
Terms of Reference, and submits it to CRD Desk for signatures.  
 

b) CRD Desk obtains the required signatures and sends the Request to SCS Chief and to SCS 
Deployments Team (OCHA-SCS-DeploymentsTeam@un.org). 

 
c) SCS reviews the request for completeness and suitability against the SBPP criteria, and then 

shares it with all SBPs. 
 

d) SBPs identify suitable available qualified candidates from their rosters and submit CVs to SCS 
for review.  
 

e) SCS screens CVs for general suitability and shares with the requesting office and CRD Desk 
For specialized profiles, the relevant technical sections are consulted.   
 

f) The requesting Office / CRD Desk revert within 72 hours with preferred candidate as per SBP 
expectations, after which SCS informs SBP of the field’s selection. Hiring and deployment 
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processes are initiated. 
 

g) SCS provides support to the SBP expert for: a) obtaining a visa by issuing a support letter, b) 
obtaining DSS security clearance, c) issuing a UN Certificate, d) providing administrative 
contact details, and e) liaising between the SBP and receiving Country/Regional Office.   

 
h) As soon as the SBP Expert is ready to travel, SCS informs the receiving office so that the 

receiving office makes initial arrangements as needed including accommodation and airport 
pick-up.  
 

i) SCS shares with the receiving office a copy of the Users’ Guide and remains at the disposal of 
receiving offices for any additional questions that might arise. 

 
6. General Terms and Conditions / Roles and Respons ibilities 
 
Status and functions of the SBP Expert 
 
A SBP Expert is an “Expert on mission” based on the Convention on the Privileges and Immunities of 
the United Nations. Although the SBP Expert is not considered a staff member or an official of the 
United Nations, she/he is to be fully integrated in the OCHA team in the receiving Office. 
 
SBP Experts’ responsibilities are outlined in the contract with the SBP that binds them to the rules and 
regulations applicable within OCHA. SBP Experts perform their functions under the authority of, and 
in full compliance with, the instructions of OCHA.  
 
While most administrative arrangements are handled by the SBP, Experts depend on the OCHA 
and/or the Resident Coordinator/Humanitarian Coordinator’s Offices for practical support to complete 
their ToRs. SBP Experts are to be afforded the same support and consideration as other team 
members. In case of any challenges that cannot be solved at field level, SCS should be approached 
for support and mediation. 
 
See Annex 1 – Legal basis for the secondment of SBP Experts. 
See Annex 6 – Undertaking. 
 
Contract extension   
 
SBP have differing policies and levels of flexibility regarding extensions. To initiate an extension, the 
Country/Regional Office makes a request by email to SCS, copying the relevant CRD Desk, one 
month prior to the end of mission. As the SBP incurs additional financial cost associated with an 
extension, a justification for extensions must include: 

• How do the SBP Expert skills match the job requirements? 
• Why is the position not covered by regular OCHA staff position?   
• What measures are being taken to replace the SBP Expert after the assignment if necessary? 

 
Upon adequate justification from the requesting office, SCS will transmit the request to the SBP.  As 
soon as the SBP responds to the request, SCS will notify the Country/Regional Office, copying the 
CRD Desk. An extension will normally begin immediately upon expiration of the original contract, 
unless the SBP Expert, in agreement with her/his SBP and the requesting office, opts for leave 
between contracts.  In general, NO extension of assignments beyond six months for regular 
deployments and twelve months for specialized functions will be approved. 
 
Costs and travel 
 
SBP are responsible for deployment costs, including salary remuneration, insurance, visas, travel to 
and from the duty station and per diem/DSA (including accommodation). The OCHA Office is 
responsible for work-related costs including internal, regional or international travel for duty purposes 
as well as related mission expenses such as DSA.    
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SBP bear the costs associated with accommodation either directly or as part of the DSA/salary. While 
housing is paid for by the SBP, the receiving office should help the SBP Expert in identifying suitable 
longer term housing. In situations where local housing is not viable, the SBP Expert shall be provided 
with housing arrangements similar to OCHA staff.  
 
Security 
 
The SCS will facilitate mandatory security clearance for the SBP Expert as a pre-condition for 
deployment.  SBP Experts are provided, through existing UN modalities, the same protection and 
physical security measures and arrangements afforded to OCHA staff, consistent with UNDSS 
published directives. SBP Experts must at all times be informed of the security situation. 
 
When SBP Experts are based in an OCHA sub-office, a stop-over in the capital for security and other 
briefings is required.  The SBP with the support of SCS / Country Office should arrange this at the 
beginning and at the end of the assignment. 
 
In case of relocation or evacuation, SBP Experts are afforded the same level of relocation and 
evaculation support as OCHA staff.  Relocations / evacutions are authorized by OCHA and UNDSS. 
in consultation with the SBP. The SBP also reserves the right, in consultation with OCHA, to withdraw 
Experts if the security risk to them is deemed unacceptable. All costs associated with evacuation of 
SBP Experts are assumed by the SBP. 
 
The SBP Expert should receive a security briefing, including an explanation of all security procedures, 
and access to radio and any other necessary communication and MOSS equipment. A security 
debriefing at the end of the assignment is also expected.  
 
Access to working facilities 
 
The receiving office is expected to make available the equipment and infrastructure necessary for the 
SBP expert to meet work-related responsibilities. This includes transport and communication 
equipment, office space, computers, stationary and other consumables, etc. In rare cases where the 
receiving office is not in a position to provide basic equipment, some SBP can arrange for computer 
and other essential supplies to deploy with the SBP Expert.  The receiving office is expected to 
highlight such limitations at the time a request is submitted.   
 
UN Certificate 
 
Following clearance by OCHA’s Administrative Office, SBP Experts can be provided with a UN 
Certificate. The Certificate is to be returned to SCS upon completion of the assignment. If not returned 
at the end of the assignment, a new UN Certificate for redeployment will not be issued. 
 
Working hours 
 
SBP Experts are expected to work the same hours as OCHA staff. If exigencies of work require 
weekend hours, SBP Experts shall be afforded the same system for compensatory time off that is 
used within OCHA. 
 
Medical coverage and evacuation 
 
Prior to a mission, SBP ensure that the Experts are covered with medical insurance, as well as 
insurance for injury disability or death incurred during the deployment to the UN. In the event an SBP 
Expert needs to be evacuated OCHA will facilitate arrangement with receiving office, keeping SCS 
informed. 
 
Leave Entitlement and Rest and Recuperation  
 
Authorized time off for Rest and Recuperation (R&R) consists of five consecutive calendar days plus 
actual travel time to and from the rest and recuperation destination. R&R can be taken in conjunction 
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with weekends, official holidays or annual leave. OCHA does not meet subsistence, accommodation 
and travel costs related to the R&R. Leave and R&R plans must be approved in advance by the 
OCHA Head of Office and confirmed with the SBP.  
 
OCHA Vehicle – Self Drive Request 
 
In accordance with Administrative Instruction ST/AI/2006/1, SBP Experts may be authorized to drive 
an OCHA vehicle upon approval from the OCHA Representative / Head of Office, and upon 
completion of the Self Drive Request. The SBP Experts must also meet the local requirements for a 
driving license. 
 
See Annex 8 – Use of official cars – AI and self-drive request.. 
 
Briefing / Debriefing / Performance Evaluation 
 
The supervisor, or designated senior staff briefs the SBP Expert upon arrival. This briefing  should 
cover substantive, administrative and security elements.  A separate security briefing by DSS is also 
required.  The Supervisor is expected to meet regularly with the SBP Expert including a formal mid-
point review, during which ToRs can be reviewed and progress assessed.   
 
An exit discussion between the supervisor and SBP Expert is also expected, based on which a 
performance evaluation report is prepared. The signed report is then shared with SCS and the SBP 
as important feedback for the SBP Expert, for the SBP, and for the SBPP.  
 
In the event that the SBP Expert transits through Geneva or New York, CRD Desk or SCS should 
organize briefing / debriefing, with concerned sections. As per OCHA / SBP agreements, SBP are 
responsible for arranging and paying for travel to and from the duty station,  however HQ stop-overs 
for briefings/debriefings are not part of the agreement. In some cases (including deployment of 
specialized profiles) some SBP will bear the extra costs related to briefings and debriefings at HQ.  
 
Annex 8 – Performance Evaluation Form. 
 
Change in ToR 
 
Any significant changes to the agreed ToR should be discussed initially between the SBP Expert and 
the direct supervisor. If an agreement is reached, the receiving office informs SCS, who in turn 
contacts the concerned SBP for approval of the changes to the ToRs. CRD Desk or the receiving 
office keeps SCS informed of any changes, of duty station, ToR, and travel itinerary/dates back to 
home station for follow-up with the SBP. 
 
7. Striving for Successful Deployments 
 
Good ToRs - Close attention to the ToRs helps ensure that there is a good match between the 
Office’s needs and the candidate’s skillset. Good ToRs also lay the groundwork for smooth 
deployment and results based performance management. ToRs should provide a concise outline of 
responsibilities and deliverables, stipulate language requirements, as well as any other key 
qualifications.  
 
Field Selection - The Country/Regional Office selects the SBP Expert, from a pool of at least two 
candidates. Candidates are pre-screened by SCS, and in the case of specialized profiles the relevant 
technical Section is also consulted.   
 
Effective line management - Full integration of SBP Experts into OCHA’s field team, including clear 
reporting lines, is encouraged.  
 
Training - SBP roster candidates are eligible to participate in OCHA and SBP trainings, as well as 
specialized training organized by other agencies. Priority for trainings is given to roster members with 
substantive field experience and confirmed availability to deploy. 
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Early Communication - In cases of substantive or practical concerns (e.g. dispute of tasks, 
performance concerns, team dynamics, early termination of assignment), early communication 
between SCS, SBP, SBP Expert, the OCHA receiving office, and OCHA Administrative Office as 
appropriate will increase the likelihood of a successful resolution.  
 
Performance Evaluations - Receiving offices are obligated to provide SCS with the Experts’ 
performance evaluation at the end of the assignment, from which SCS will incorporate the feedback 
into future planning. 
 
Duty of care - SCS has developed the Surge Package of Care to support the SBP Experts before, 
during and after a deployment with OCHA.   
 
8. OCHA SBPP Team contact details 

 
The SBPP Team in the Surge Capacity Section  

remains at your disposal for any further questions: 
 

Ms. Eleonora del Balzo   Ms. Johanna Medina-Poudou 
Tel.   +41 22 917 1455   Tel.   +47 22 917 1693 
Mob. +41 79 444 3556   Mob. +41 79 477 0884 
delbalzo@un.org    medina-poudou@un.org 
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Annex 1 – Legal basis for the secondment of Stand-B y Partners Experts 

 
The purpose of this Annex is to clarify the legal basis which underpins the conditions and use of “type II gratis 
personnel” (or “Experts on mission”). To this end, this Annex also presents relevant excerpts. 
 

I. Key documents 
 
The legal basis of the SBPP and the Secondment of type II gratis personnel are outlined and defined in the 
General Assembly resolutions and documents listed below.  
 

• General Assembly Resolutions 
o A/RES/46/182 (19 December 1991), (art 27, art 28) “strengthening of the coordination of 

humanitarian emergency assistance of the UN” 
o A/RES/51/243 (15 September 1997) “gratis personnel provided by governments and other 

entities” 
o A/RES/52/234 (22 September 1998) “gratis personnel provided by governments and other 

entities” 
 

• International Conventions 
o Convention on the privileges and immunities of the UN (13 February 1946) art VI 

 
• Administrative Instructions 

o Administrative instruction on gratis personnel, ST/AI/1999/6 (28 May 1999). 
o Administrative instruction on performance appraisal system, ST/AI/2002/3 (20 March 2002). 
o Administrative instruction on Rest and recuperation, ST/AI/2011/7 (28 June 2011). 

 
• OCHA Policy Instruction 

o OCHA Policy Instruction on Security (28 February 2013) 
 

II. Key excerpts 
 
Most relevant excerpts are highlighted below and presented in a table hereafter. 
 

• General Assembly Resolution A/RES/51/243 (15 Septem ber 1997) 
 
Preamble: "Recognizing that the use of gratis personnel, other than those performing supplementary activities, 
should be on an exceptional and temporary basis and for specialized functions only," 
 
Article 1. “Emphasizes that gratis personnel are not a substitute for staff to be recruited against authorized posts 
for the implementation of mandated programmes and activities;” 
 
Article 3. “Decides that gratis personnel should not be sought for financial reasons;  
 
Article 4. “Decides also that the Secretary-General can accept type II gratis personnel only in the following 
circumstances:” 
 
(a) “After the approval of a budget, to provide expertise not available within the Organization for very specialized 
functions, as identified by the Secretary-General, and for a limited and specified period of time;” 
 
(b) "To provide temporary and urgent assistance in the case of new and/or expanded mandates of the 
Organization, pending a decision by the General Assembly on the level of resources required to implement 
those mandate;" 
 
Article 9. “Requests the Secretary-General to phase out expeditiously type II gratis personnel who fall outside 
the scope of paragraph 4 above and to report thereon to the General Assembly at its fifty-second session;” 
 

• Administrative Instruction ST/AI/1999/6 (28 May 199 9) 
 
Section 2 – Conditions under which gratis personnel may be accepted 
 
“The Secretary-General may accept gratis personnel only on an exceptional basis, and provided the following 
conditions are met: 
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(a) After the approval of a budget, to provide expertise not available within the Organization for very 
specialized functions, as identified by the Secretary-General, and for a limited and specified period of 
time; or 
(b) To provide temporary and urgent assistance in the case of new and/or expanded mandates of the 
Organization, pending a decision by the General Assembly on the level of resources required to 
implement those mandates. 

Gratis personnel may not be sought or accepted as a substitute for staff to be recruited against posts authorized 
for the implementation of mandated programmes and activities.” 
 
Section 6 – Duration of functions 
 
"Gratis personnel accepted under section 2.1(a) of the present instruction may be accepted after the approval of 
a budget for an initial period of up to one year to discharge very specialized functions for which expertise is not 
required on a continuing basis in the Secretariat. The needs of the department of office concerned shall be 
reviewed closely at the time of preparation of each subsequent budget to determine whether the functions 
remain so specialized that it is still not appropriate for the Secretariat to build up the necessary expertise and 
recruit staff members accordingly." 
 
Section 6.2 “Gratis personnel accepted under section 2.1 (b) of the present instruction for new or expanded 
mandates before a budget has been approved may serve for a period ending six (6) months after the 
anticipated date of approval of the relevant budget. Should there be exceptional circumstances beyond the 
control of the Secretary-General, continuation of the services of gratis personnel beyond that period [six months] 
shall require approval by the General Assembly." 
 

• General Assembly Resolution A/RES/52/234 (22 Septem ber 1998)  
 
Article 3. The General Assembly "Recognizes that the use of gratis personnel should not be the result of poor 
personnel planning, and emphasizes that gratis personnel are not a substitute for staff to be recruited against 
authorized posts for the implementation of mandated programmes and activities."  
 
Article 4. "Decides that gratis personnel should not be sought for positions kept vacant solely for financial 
reasons;" 
 

Criteria for Deployment  
 

ST/AI/1999/6  
(28 May 1999) 

GA Resolution  
A/RES/52/234  

(22 September 1998) 

GA Resolution  
A/RES/51/243  

(15 September 1997)  
2.1 “to provide expertise not 
available within the Organization for 
very specialized functions, as 
identified by the Secretary-General, 
and for a limited and specified 
period of time; or 
To provide temporary and urgent 
assistance in the case of new 
and/or expanded mandates of the 
Organization, pending a decision by 
the General Assembly on the level 
of resources required to implement 
those mandates.” 
2.2 “ Gratis personnel may not be 
sought or accepted as a substitute 
for staff to be recruited against 
posts authorized for the 
implementation of mandated 
programmes and activities.” 

Preamble:  "Recognizing that the use of 
gratis personnel, other than those 
performing supplementary activities, 
should be on an exceptional and 
temporary basis and for specialized 
functions only."  
7. "…lack of adequate staff resources 
should not give rise to acceptance of type 
II gratis personnel and that in the future 
clearer demonstration and justification 
should be given that acceptance of gratis 
personnel meets the requisite criteria 
contained in paragraph 4 of resolution 
51/243;" 

3. “Decides that gratis personnel should 
not be sought for financial reasons.” 
4. (a) "…to provide expertise not 
available within the Organization for very 
specialized functions, as identified by the 
Secretary-General, and for a limited and 
specified period of time;" (b) "To provide 
temporary and urgent assistance in the 
case of new and/or expanded mandates 
of the Organization, pending a decision 
by the General Assembly on the level of 
resources required to implement those 
mandate;" 

 
Duration of functions  

 
ST/AI/1999/6 

(28 May 1999) 
Template Memorandum of Understanding Between 

OCHA & Stand-By Partners  
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6.1 "Gratis personnel...may be accepted after the approval 
of a budget for an initial period of up to one year to discharge 
very specialized functions..."  
6.2 "Gratis personnel...may serve for a period ending six 
months after the anticipated date of approval of the relevant 
budget. Should there be exceptional 
circumstances…continuation of the services of gratis 
personnel beyond that period [six months] shall require 
approval by the General Assembly." 

2.8 “As gratis personnel, the Experts will be deployed on a 
short-term basis to humanitarian emergencies for which the 
UN Emergency Relief Coordinator is mandated...the initial 
period of deployment of the Experts will be ninety (90) days 
and will not normally exceed hundred and eighty (180) days. 
OCHA shall inform PARTNER of the expected duration of the 
initial deployment for each Expert.” 

 
Selection  

 
ST/AI/1999/6 

(28 May 1999) 
GA Resolution  
A/RES/51/243  

(15 September 1997)  
4.1 "All nominees will be evaluated by the requesting 
department to ensure that the best qualified nominee is 
selected… in terms of qualifications, experience and other 
relevant factors, taking into account the date of availability of 
the nominees. 

11. (d) "The selection process for gratis personnel should be 
transparent and conducted on as wide a geographical basis 
as possible, and, if there is a need for gratis personnel as 
provided for in the present resolution, all Member States 
should be informed;" 

 
Official status & Immunity of Expert  

 
Administrative Instruction  

ST/AI/1999/6 
(28 May 1999) 

GA Resolution  
A/RES/52/234  

(22 September 1998) 

Convention on the Privileges and 
Immunities of the United Nations  

(13 February 1946) 
11.1 “…They [the gratis personnel] 
must refrain from any conduct that 
would adversely reflect on the United 
Nations or on the receiving office, and 
may not engage in any activity which is 
incompatible with the aims and 
objectives of the United Nations.”  
7. “Gratis personnel, while performing 
functions for the Organization, shall 
have the status of Experts on mission, 
as defined in article VI, sections 22 and 
23, of the Convention on the Privileges 
and Immunities of the United Nations.” 

3. “Recognizes that the use of gratis 
personnel should not be the result of 
poor personnel planning, and 
emphasizes that gratis personnel are 
not a substitute for staff to be recruited 
against authorized posts for the 
implementation of mandated 
programmes and activities.”  
6. “Decides that gratis personnel shall 
not be considered staff members of the 
United Nations.”  
8. “Also endorses…that type II gratis 
personnel should not be accepted on 
the grounds of failure by the Secretariat 
to recruit staff in an expeditious 
manner.” 

22. “Experts … shall be accorded such 
privileges and immunities as are 
necessary for the independent exercise 
of their functions during the period of 
their missions, including the time spent 
on journeys in connection with their 
missions… (a) immunity from personal 
arrest or detention and from seizure of 
their personal baggage; (b)…immunity 
from legal process of every kind.; 
(c) inviolability for all papers and 
documents.”  
23. “Privileges and immunities are 
granted to Experts in the interests of 
the United Nations and not for the 
personal benefit of the individuals 
themselves…” 

 
Conduct & Responsibilities  

 
 Adminis trative 

Instruction 
ST/AI/1999/6 

(28 May 1999) 

Template Memorandum 
of Understanding 
Between OCHA & 
Stand-By Partner 

 

GA Resolution  
A/RES/52/234 

(22 September 1998) 

Constraints on 
Responsibility / 
Managerial 
Responsibilities  

5.2 "Gratis personnel may not 
supervise staff members in 
the exercise of their official 
duties or be involved in 
decisions affecting the status, 
rights and entitlements of staff 
members. Exceptionally, 
however, gratis personnel 
having managerial 
responsibilities may supervise 
staff members who provide 
direct support to them." 

 13. "… requests the Secretary-
General to ensure that 
functions such as verification 
of claims, processing 
reimbursement of contingent-
owned equipment and 
development of personnel 
databases, which are 
considered to be core 
functions, are performed by 
United Nations personnel." 
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Sharing Information 
and Speaking to the 
Press  

11.2 “Gratis personnel shall 
exercise the utmost discretion 
in all matters relating to their 
functions, Unless otherwise 
authorized by the appropriate 
official in the receiving office, 
they may not communicate at 
any time to the media or to 
any institution, person, 
Government or other external 
authority any information that 
has not been made public, 
and which has become 
known to them by reason of 
their association with the 
United Nations or the 
receiving office. They may not 
use any such information 
without the written 
authorization of the 
appropriate official, and such 
information may never be 
used for personal gain.” 

2.5 "...They shall exercise 
the utmost discretion in all 
matters relating to their 
functions and shall not 
communicate, at any time, 
without the authorization of 
OCHA, to the media or to 
any other institution, person, 
government or other 
authority external to the 
United Nations, any 
information that has not been 
made public, and which has 
become known to them by 
reason of their association 
with the United 
Nations...These obligations 
do not lapse upon expiration 
of the present agreement or 
completion of the Expert’s 
assignment to OCHA."  
 

 

Loss or Damage of 
UN Property & 
Equipment  

12.3 "The donor will 
reimburse the United Nations 
for financial loss or damage 
(a) occurred outside the 
performance of services with 
the United Nations, or (b) 
arose or resulted from gross 
negligence or wilful 
misconduct or violation or 
reckless disregard of 
applicable rules and policies 
by such gratis personnel." 
 

2.13 "PARTNER will 
reimburse the United Nations 
for financial loss or for 
damage to United Nations-
owned equipment or 
property, caused by Expert 
personnel provided by 
PARTNER if such loss or 
damage (a) occurred outside 
the performance of services 
with the United Nations, or 
(b) arose or resulted from 
gross negligence or wilful 
misconduct or violation or 
reckless disregard of 
applicable rules and policies 
by such personnel.” 

 

Misconduct, Poor 
Performance, Early 
Termination  

12.1 "Unsatisfactory 
performance, or failure to 
conform to the standards of 
conduct set out above, may 
lead to termination of service, 
for cause, at the initiative of 
the United Nations. One 
month notice shall be given in 
such cases." 

2.14 "The United Nations 
shall be responsible for 
dealing with claims by third 
parties where the loss of or 
damage to their property, or 
death or personal injury was 
caused by the actions or 
omissions of the Experts in 
the performance of 
services...However, if the 
loss, damage, death or injury 
arose from gross negligence 
or wilful misconduct of the 
Experts provided by 
PARTNER, PARTNER shall 
be liable to the United 
Nations for all amounts paid 
by the United Nations to the 
claimants and all costs 
incurred by the United 
Nations in settling such 
claims." 
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Following Rules, 
Regulations, Policies 
and Procedures  

5.2 “Secondees will “observe 
all applicable regulations, 
rules, instructions, procedures 
and directives relevant to the 
performance of their 
functions. Section 10.1 
"Gratis personnel shall 
perform their functions under 
the authority and in full 
compliance with the 
instructions of the appropriate 
official in the United Nations 
department or office 
concerned, and any person 
acting on his or her behalf..." 

2.4 "Experts shall refrain 
from any conduct that would 
adversely reflect on the 
United Nations and shall not 
engage in any activity that is 
incompatible with the aims 
and objectives of the United 
Nations. They shall comply 
with all rules, regulations, 
procedures or directives 
issued by the United Nations 
which are relevant to the 
performance of their 
functions." 

 

 
Entitlements  

 
 Administrative 

Instruction 
ST/AI/1999/6 

(28 May 1999) 

Template 
Memorandum of 
Understanding 

Between OCHA & 
Stand-By Partners 

 

Administrative Instruction  
ST/AI/2010/9  

(16 July 2010)  

Remuneration  8.1 "All expenses in 
connection with the 
services of gratis 
personnel, including 
salaries, allowances and 
benefits to which the 
individuals involved are 
entitled and travel costs to 
and from the location 
where the gratis 
personnel are based, 
shall be paid by the 
donor." 

2.9 “All expenses in 
connection with the 
services of the Experts, 
other than the expenses 
for which the United 
Nations is responsible as 
expressly provided in this 
MoU, shall be paid by 
PARTNER, including 
salaries, allowances and 
benefits to which the 
individuals involved are 
entitled and travel costs to 
and from the location of 
assignment.” 

 

Rest & Recuperation 
(R&R) 

 1.17 “Experts shall have 
the same Rest and 
Recuperation Break 
(R&R) entitlements as 
OCHA staff members. 
OCHA does not meet 
travel, subsistence and 
accommodation costs for 
the R&R breaks. 
PARTNER will provide 
seconded Experts with 
five working days off plus 
two working days off for 
travel from and to duty 
station where R&R 
entitlements apply.” 

3.1 "In order to achieve the purpose 
defined in section 1.1, rest and 
recuperation (R&R) shall be granted 
after a period of qualifying service, 
which shall be 12 weeks unless 
otherwise decided in accordance with 
section 3.1 (b). 
3.7 R&R is granted for seven working 
days, including five working days for 
R&R , one working day for travel on 
the outward journey and one working 
day for travel on the return journey. 



 

15 
SBPP Users’ Guide  May 2015 

 

 

Travel – Official 
Business  

8.2 "Costs incurred by 
gratis personnel 
undertaking official travel 
in the discharge of their 
functions shall be paid by 
the United Nations on the 
same basis as costs 
incurred by staff 
members, including 
payment of daily or 
mission subsistence 
allowance, as applicable." 

2.17 “ While performing 
functions for the United 
Nations, the Experts shall 
be considered as “Experts 
on mission” within the 
meaning of Article VI, 
Sections 22 and 23 of the 
Convention on the 
Privileges and Immunities 
of the United Nations, of 
13 February 1946. When 
required to travel on 
behalf of the United 
Nations, they shall be 
provided with a United 
Nations Certificate in 
accordance with Article 
VII, Section 26 of the 
above-mentioned 
convention.” 
 
1.11 “ PARTNER shall be 
responsible for making all 
travel arrangements for 
the Experts travelling to 
the closest port of entry to 
the duty station 
designated by OCHA in 
its request, and return to 
the Experts’ home station 
on completion of the 
deployment….” 

 

Security   1.22 ”OCHA shall ensure 
that Experts provided by 
the PARTNER shall, inter 
alia, be included in all 
OCHA security 
arrangements, consistent 
with the Office of the 
United Nations Security 
Coordinator’s published 
directives.”  
 
1.23 “ PARTNER reserves 
the right, in consultation 
with OCHA, to withdraw 
Experts if the security 
situation deteriorates, or if 
the risk to Experts is 
deemed unacceptable by 
PARTNER.” 

 

Medical Coverage  8.1 “During the entire 
period of service under 
the agreement, the donor 
shall also ensure that 
gratis personnel are 
covered by adequate 
medical and life 
insurance, as well as 
insurance coverage for 
illness, disability or death 
incurred in  the service of 
the United Nations.” 
 

2.9 “…During the entire 
period of service under 
the agreement, 
PARTNER shall also 
ensure that the Experts 
are covered by adequate 
medical and life 
insurance, as well as 
insurance coverage for 
illness, injury, disability or 
death incurred in the 
service of the United 
Nations.” 
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Annex 2 – Template Memorandum of Understanding 3 
 

 
MEMORANDUM OF UNDERSTANDING 

between the United Nations, acting through its Office for the Coordination of 
Humanitarian Affairs,  

and  
PARTNER 

 
 

 
WHEREAS it is the shared intention of the United Nations Office for the Coordination of 
Humanitarian Affairs (hereafter referred to as “OCHA”) and PARTNER to improve the humanitarian 
coordination efforts of the United Nations through assessment, early planning, design and 
establishment of coordination mechanisms in field locations designated as humanitarian emergencies 
by the United Nations Emergency Relief Coordinator;  
 
WHEREAS it is the shared view of OCHA and PARTNER that, when required, in line with 
resolutions and decisions of the United Nations General Assembly on humanitarian assistance, in 
particular General Assembly resolutions 46/182 and 47/168, the establishment of an international 
presence, including the humanitarian coordination component of a United Nations response, should be 
undertaken as expeditiously as possible; 
 
WHEREAS OCHA’s capacity to respond to such requests can be enhanced through the establishment 
of a stand-by capacity made available by PARTNER, through a roster of qualified and experienced 
Expert personnel, to complement OCHA’s internal staffing capacity; 
 
WHEREAS by its resolution 46/182, the General Assembly indicated that the United Nations  should, 
building upon the existing capacities of relevant organizations, establish a central register of, inter alia, 
all specialized personnel and teams of technical specialists available within the United Nations system 
and from Governments and intergovernmental and non-governmental organizations, that can be called 
upon at short notice by the United Nations, and that the United Nations should continue to make 
appropriate arrangements with interested Governments and intergovernmental and non-governmental 
organizations to enable it to have more expeditious access, when necessary, to their emergency relief 
capacities; 
 
WHEREAS pursuant to the guiding principles set out in the Annex to General Assembly resolution 
46/182, humanitarian assistance is to be provided by OCHA with the consent of the affected country 
and in principle on the basis of an appeal by the affected country; 
 
WHEREAS the Secretary-General may accept type II gratis personnel on an exceptional basis in 
accordance with the conditions established by the General Assembly in its resolution 51/243 of 15 
September 1997 and guidelines approved by the General Assembly in its resolution 52/234 of 26 June 
1998, and as implemented in ST/AI/1999/6,4 
 
NOW THEREFORE OCHA and PARTNER (hereafter collectively referred to as the “Parties”) agree 
as follows: 

 
 
 

                                                 
3 Template revised in 2010. 
4 A copy of ST/AI/1999/6 may be provided to PARTNER separately.  
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ARTICLE 1 
 

NATURE OF COOPERATION AND  
ADMINISTRATIVE OBLIGATIONS 

 
Obligations regarding the Stand-by Roster 
 
1.1 The Parties agree that PARTNER shall, in consultation with OCHA, establish a stand-by roster 
of specialized personnel and teams of technical specialists (hereafter referred to as the “Stand-by 
Roster”) who will be available for rapid recruitment and deployment, upon selection by OCHA, in 
accordance with the terms of the present MoU and any agreement concluded thereafter, to Country 

Offices managed by OCHA. These individuals are hereafter referred to as “Experts”.  
 
Skill profile 
 
1.2 The Experts on the Stand-by Roster shall have the appropriate skills profile as specified by 
OCHA and communicated to PARTNER.  
 
1.3 The skills profile for inclusion of Experts on the Stand-by Roster shall be reviewed jointly by 
the Parties at least once a year. They should take into account the evolving or current needs of the 
United Nations field operations. However, the final decision on the content of a skills profile shall be 
taken by OCHA.  
 
1.4 During the annual review of the skills profile, the general validity of the roster will be reviewed. 
At that time the Parties will ascertain whether the Experts who are on the roster should be maintained 
for the subsequent year, and if the names of newly identified suitable Experts should be added to the 
roster. Through regular communications between the Parties outside the review period it is agreed that 
candidates may be placed on the roster by PARTNER should they meet the established skills profile 
for inclusion agreed by OCHA and PARTNER.  
 
Deployment readiness 
1.5 PARTNER recognizes that the work and services of an Expert will be performed under harsh 
or hostile conditions, including, but not limited to, conditions caused by civil unrest, war, natural 
disasters and other emergencies.  
 
1.6 Experts on the Stand-by Roster, in addition to the required professional qualifications, must 
possess the required attributes, such as maturity, cultural sensitivity, adaptability, ability to work in a 
team, ability to work in difficult climatic and geographical conditions, versatility and flexibility to 
work under emergency conditions where demands may be constantly changing.  
 
Selection 
 
1.7 PARTNER shall maintain the Experts Roster for United Nations partners as established by its 
own internal procedures. On the basis of a request from OCHA, PARTNER will select candidates 
from the Roster and forward details of selected candidates to OCHA. These candidates will be 
evaluated by OCHA to ensure that the best qualified Experts are selected on the basis of the 
recruitment standards established by the United Nations, in terms of qualifications, experience and 
other relevant factors, taking into account the date of availability of the Experts. OCHA shall select 
Experts from those suggested to OCHA by PARTNER for deployment, pursuant to this MoU, in 
accordance with the needs of the particular situation, as determined solely by the United Nations, and 
in conformity with this MoU as well as applicable United Nations resolutions, rules, policies and 
procedures. When selecting an Expert for a mission, due regard shall be paid to the need to achieve a 
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gender balance and the importance of ensuring that personnel are obtained from as wide a 
geographical base as possible.  
 
Mobilization and Deployment 
 
1.8 PARTNER shall ensure that the Experts on the Stand-by Roster shall, when the stand-by 
capacity is activated at the request of OCHA, be prepared to deploy to any location in the world within 
72 hours of the confirmation of suitability of a candidate by OCHA, and, as such, should have 
completed all the necessary formalities, including required medical clearances.  
 
1.9 PARTNER, in cooperation with OCHA, shall ensure that the Experts are provided with general 
briefing kits on the United Nations and OCHA, including its structure, together with facts about 
working in a multi-cultural environment, security related issues and stress management. In addition, 
PARTNER shall ensure that the Experts are provided with data concerning the specific situation in the 
country of deployment, the structure of the United Nations presence in-country and the requirements 
of the OCHA presence. OCHA shall provide operational and administrative briefings upon arrival of 
the Experts to the deployment location.  
 
1.10 When requesting Experts, OCHA will provide PARTNER with written Terms of Reference 
specific for the assignment and justification for the need to deploy the Experts. 
 

The Terms of Reference shall include: 
• The profile of the Experts required;  
• Duty station to which the Experts should report;  
• The anticipated period of the Assignment three (3) to (6) months, unless otherwise agreed. 
 

1.11 PARTNER shall be responsible for making all travel arrangements for the Experts travelling to 
the closest port of entry to the duty station designated by OCHA in its request, and return to the 
Experts’ home station on completion of the deployment. PARTNER shall initiate travel arrangements 
and inform OCHA of the expected arrival of the Experts. All travel and related costs in connection 
with the travel of the Experts to the closest port of entry to the duty station, and return to the Experts’ 
Stand-by Personnel’s home station, shall be borne by PARTNER and OCHA shall have no liability in 
this respect.  
 
1.12 OCHA shall provide the Experts with office space, support staff, equipment, and other 
resources necessary to carry out tasks assigned to them while deployed.  
 
1.13 OCHA shall undertake the field administration and oversight of the Experts during the 
assignment and shall designate a Supervisor for each of the Experts prior to their deployment.  
  
1.14 OCHA shall integrate the Experts into the framework of its operations and shall provide the 
necessary operational and administrative support in-country. Experts shall be accorded the same 
support, except as otherwise provided in this agreement, as regular international OCHA staff.  
 
1.15 PARTNER shall arrange for entry visas and any other necessary travel-related documents for 
the deployment of the Experts to the closest port of entry to the assignment designated by OCHA in its 
request. OCHA shall, as and when requested by PARTNER, assist as appropriate.  
 
1.16 In addition, costs incurred by the Experts undertaking travel at the request of the UN in the 
discharge of their functions within the country of deployment, shall be paid by the United Nations in 
accordance with the United Nations regulations, rules, policies and procedures on the same basis as 
costs incurred by staff members, including payment of daily subsistence allowance when the Expert is 
required to travel away from the duty station over night. 
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1.17 Experts shall have the same Rest and Recuperation Break (R&R) entitlements as OCHA staff 
members. OCHA does not meet travel, subsistence and accommodation costs for the R&R breaks. 
PARTNER will provide seconded Experts with five working days off plus two working days off for 
travel from and to duty station where R&R entitlements apply.  
 
1.18 OCHA will ensure that the deployment of Experts in humanitarian emergency operations under 
this MoU has received the consent of the affected country. 
 
1.19 OCHA shall immediately notify PARTNER of changes in the nature, scope, operational 
content, terms of reference or timing of the assignment, as may affect the deployment of the Experts. 
 
1.20 Experts shall be issued with an identity card stipulating their OCHA affiliation. 
 
Category of Expert 
 
1.21 The Experts provided by PARTNER under this MOU shall be “type II” gratis personnel who 
are personnel provided to the United Nations by a government, intergovernmental or non-
governmental organization responsible for the remuneration of the services of such personnel and who 
do not serve under any other established regime such as that applicable to interns, associate Experts or 
personnel provided on a non-reimbursable loan. The status, obligations, terms and conditions of the 
Experts are set forth in Article 2 below.  
 
1.22 OCHA shall ensure that Experts provided by the PARTNER shall, inter alia, be included in all 
OCHA security arrangements, consistent with the Office of the United Nations Security Coordinator’s 
published directives.  
 
1.23 PARTNER reserves the right, in consultation with OCHA, to withdraw Experts if the security 
situation deteriorates, or if the risk to Experts is deemed unacceptable by PARTNER.  
 

ARTICLE 2 
 

STATUS, OBLIGATIONS, TERMS AND CONDITIONS OF THE  
DEPLOYED STAND-BY ROSTER EXPERTS 

 
Obligations of the Experts 
 
2.1 PARTNER agrees to the terms and obligations specified in Articles 2.2 to 2.7 below and shall, 
as appropriate, ensure that the Experts performing services under the present MoU comply with those 
obligations. 
 
2.2 PARTNER shall ensure that Experts perform their functions under the authority of, and in full 
compliance with, the instructions of OCHA. 
 
Standards of Conduct 
 
2.3 Experts shall undertake to respect the impartiality and independence of the United Nations and 
shall neither seek nor accept instructions regarding the services performed under the present MoU 
from any Government or from any authority external to the United Nations.  
 
2.4  Experts shall refrain from any conduct that would adversely reflect on the United Nations and 
shall not engage in any activity that is incompatible with the aims and objectives of the United Nations.  
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They shall comply with all rules, regulations, procedures or directives issued by the United Nations 
and which are relevant to the performance of their functions.  
 
2.5  Experts shall serve in a personal capacity and not as representatives of a government or of any 
other authority external to the United Nations. They shall exercise the utmost discretion in all matters 
relating to their functions and shall not communicate, at any time, without the authorization of OCHA, 
to the media or to any other institution, person, government or other authority external to the United 
Nations, any information that has not been made public, and which has become known to them by 
reason of their association with the United Nations. They shall not use any such information without 
the written authorization of OCHA and, in any event, such information shall not be used for personal 
gain. These obligations do not lapse upon expiration of the present agreement or completion of the 
Expert’s assignment to OCHA. 
 
2.6 Each Expert shall sign an undertaking in the form attached to this MoU as the Annex 1. 
 
2.7 As gratis personnel, the Experts may not supervise United Nations staff members in the 
exercise of their official duties or be involved in decisions affecting the status, rights and entitlements 
of staff members. Exceptionally, however, the Experts having managerial responsibilities may 
supervise staff members who provide direct support to them. 
 
Duration of functions 
 
2.8 As gratis personnel, the Experts will be deployed on a short-term basis to humanitarian 
emergencies for which the UN Emergency Relief Coordinator is mandated to provide coordination 
services, and pending a decision on the level of funds required for the Office to institutionalize its 
response. Thus, the initial period of deployment of the Experts, other than for United Nations Disaster 
Coordination and Assessment (UNDAC) missions, will be 90 days and will not normally exceed 180  
days. OCHA shall inform PARTNER of the expected duration of the initial deployment for each 
Expert. 
 
Remuneration, medical and life insurance, pension and other social security benefits 
 
2.9  All expenses in connection with the services of the Experts, other than the expenses for which 
the United Nations is responsible as expressly provided in this MoU, shall be paid by PARTNER, 
including salaries, allowances and benefits to which the individuals involved are entitled and travel 
costs to and from the location of assignment. During the entire period of service under the agreement 
PARTNER shall also ensure that the Experts are covered by adequate medical and life insurance, as 
well as insurance coverage for illness, injury, disability or death incurred in the service of the United 
Nations. 
 
2.10 The United Nations does not accept any liability for claims for compensation in respect of 
illness, injury or death of the Experts arising out of or related to the provision of services under the 
present MoU, except where such illness, injury or death results directly from the gross negligence of 
the officials or staff of the United Nations. Any amounts payable by the United Nations shall be 
reduced by the amounts of any coverage under the insurance referred to in Article 2.9 of the present 
MoU. 
 
Accountability 
 
2.11  Without prejudice to any other right of the United Nations to terminate the service of Experts, 
unsatisfactory performance or failure to conform to the standards of conduct set out in this MoU may 
lead to the termination of service, for cause, at the initiative of the United Nations. One-month notice 
shall be given in such cases. In addition, the service of Experts may be terminated at any time when it 
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is considered in the interest of the United Nations, or when their services are no longer required as per 
operational requirements of OCHA. The continued service of Experts is always subject to availability 
of necessary funding and continued OCHA presence in the country of deployment.  
 
2.12  Any serious breach of the duties and obligations that, in the view of the Secretary-General, 
would justify separation before the end of the notice period will be immediately reported to 
PARTNER, with a view to obtaining agreement on an immediate cessation of service. The Secretary-
General may decide to limit or bar access to United Nations premises by the individual concerned 
when the circumstances so warrant.  
 
2.13  PARTNER will reimburse the United Nations for financial loss or for damage to United 
Nations-owned equipment or property, caused by Expert personnel provided by PARTNER if such 
loss or damage (a) occurred outside the performance of services with the United Nations, or (b) arose 
or resulted from gross negligence or willful misconduct or violation or reckless disregard of applicable 
rules and policies by such personnel.  
 
2.14   The United Nations shall be responsible for dealing with claims by third parties where the loss 
of or damage to their property, or death or personal injury was caused by the actions or omissions of the 
Experts in the performance of services to the United Nations under the agreement with PARTNER. 
However, if the loss, damage, death or injury arose from gross negligence or willful misconduct of the 
Experts provided by PARTNER, PARTNER shall be liable to the United Nations for all amounts paid 
by the United Nations to the claimants and all costs incurred by the United Nations in settling such 
claims. 
 
2.15  Expert personnel may not apply for or be appointed to posts in the United Nations Secretariat 
for a period of six months after the end of their service under this MoU. This restriction shall be 
incorporated in the undertaking to be signed by Experts.  
 
Legal Status 
 
2.16  Experts shall not be considered in any respect as being officials or staff of the United Nations. 
 
2.17  While performing functions for the United Nations, the Experts shall be considered as “Experts 
on mission” within the meaning of Article VI, Sections 22 and 23 of the Convention on the Privileges 
and Immunities of the United Nations, of 13 February 1946. When required to travel on behalf of the 
United Nations, they shall be provided with a United Nations Certificate in accordance with Article 
VII, Section 26 of the above-mentioned convention.  
 
Annual Leave 
 
2.18  Annual leave may be taken by the Experts in accordance with their terms of service with 
PARTNER, but may not exceed leave entitlements of United Nations staff members. Accordingly, the 
Experts deployed for a period of six months or less may be granted leave up to a maximum of one and 
one half days for each full month of continuous service. 
 
2.19  Leave plans must be approved in advance by, or on behalf of, the Head of the OCHA office in 
the country of deployment. 
 
Medical Clearance 
 
2.20 Before being deployed pursuant to the terms of this MoU, Experts shall be required to submit a 
statement of good health prior to commencement of work and to take full responsibility for the 
accuracy of that statement, including confirmation that they have been informed regarding inoculations 
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required for the country or countries to which their travel is authorized.  
 
Evaluation of performance 
 
2.21 At the end of the assignment, a performance evaluation form for each Expert shall be 
completed and signed by his/her supervisor, the content of the form shall be in accordance with the 
United Nations Appraisal System. The form will be reviewed annually to ensure its continued 
relevance. OCHA shall provide PARTNER with the signed form. 
 
2.22 OCHA and PARTNER shall on a regular basis, and as appropriate exchange information on the 
performance of the Expert and progress of the assignment. PARTNER, in consultation and cooperation 
with OCHA, may send representatives to monitor the performance of the Expert.  
 

ARTICLE 3 
 

GENERAL CONDITIONS 
ENTRY INTO FORCE, DURATION AND TERMINATION 

 
3.1  Without limiting any of the preceding provisions, the implementation of this MoU will be in 
compliance with the respective resolutions, administrative and financial regulations, rules and 
procedures of the United Nations and shall be subject to the availability of funds.  
 
3.2  This MoU shall enter into force upon signature by both Parties and shall be effective until it is 
terminated by written notice from either Party as stipulated in Article 3.4.  The present MoU may be 
amended by written consent of the Parties. Each Party shall give full consideration to any proposal for 
an amendment made by the other Party. Any such amendment shall become an integral part of this 
MoU. 
 
3.3  The United Nations and PARTNER shall consult with each other in respect of any matter that 
may arise in connection with the present agreement.  
 
3.4  This MoU may be terminated by either Party by written notice to the other and shall terminate 
90 days after receipt of such notice. However, ongoing activities and commitments will not be affected 
by this termination, unless the Parties have agreed otherwise.  
 
3.5 PARTNER shall not be entitled to any compensation under the terms of this MoU.  
 

ARTICLE 4 
 

SETTLEMENT OF DISPUTES 
 
Arbitration 
 
4.1   Any dispute between the United Nations and the Government relating to the interpretation and 
application of the present Agreement which is not settled by negotiation or other agreed mode of 
settlement shall be submitted to arbitration at the request of either Party. Each Party shall appoint one 
arbitrator, and the two arbitrators so appointed shall appoint a third, who shall be the chairman. If 
within thirty (30) days of the request for arbitration either Party has not appointed an arbitrator, or if 
within fifteen (15) days of the appointment of two arbitrators the third arbitrator has not been 
appointed, either Party may request the President of the International Court of Justice to appoint an 
arbitrator. The procedure for the arbitration shall be fixed by the arbitrators, and the expenses of the 
arbitration shall be borne by the Parties as assessed by the arbitrators. The arbitral award shall contain 
a statement of the reasons on which it is based and shall be accepted by the Parties as the final 



 

23 
SBPP Users’ Guide  May 2015 

 

 

adjudication of the dispute. 
 
4.2  Nothing in or relating to this MoU shall be deemed a waiver, express or implied, of any 
privileges and immunities of the United Nations, including its subsidiary organs.  
 
 
IN WITNESS WHEREOF, the respective representatives of the United Nations, and PARTNER have 
signed the present Memorandum of Understanding. 
 
 
CONCLUDED in ________________, this____ day of ____in the year____, in two originals in the 
English language. 
 
 

On behalf of the United Nations 

 

 

 

Director 

OCHA Geneva 

 

Date: _______________________________ 

 

Place: _______________________________ 

 

 

On behalf of the PARTNER 

 

 

 

(Name) 

(Title) 

 

Date: _______________________________ 

 

Place: _______________________________ 

 

Cleared by AO: ________________________  
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Annex 3 – Information on OCHA’s Stand-By Partners  
 
 

CANADEM is mandated to assist the UN identify civilian experts for international field 
missions. To do this, it maintains an international roster of over 20,000 registrants. 
CANADEM is also a key implementing partner for the Canadian Department of Foreign 
Affairs, Trade and Development and the United Kingdom’s Department For 

International Development. It has undertaken large projects all over the world and currently operates the 
Canadian Governance Support Office in Kabul, Afghanistan and Electoral Observation missions in Ukraine to 
name a couple. CANADEM’s expert database is strong in the following areas: child protection, information 
management, humanitarian affairs, logistics, policing, legal reform, human rights, water and sanitation, and civil 
engineering for example. They provide support in complex emergencies, natural disasters and in civil unrest. 
Profiles available in CANADEMS roster are Humanitarian Affairs Officers, Senior Humanitarian Officers, Civil 
Military Coordination Officers, Public Information Officers, Reporting Officers, Information Management Officers, 
Geographic Information Systems Officers, Protection/IDP Officers and ICT Officers. French and English are the 
dominating language skills among CANADEM’s roster members among which 5000 have experience from 
working with OCHA/UN. 
 
 

Danish Emergency Management Agency (DEMA)  is a Danish Governmental agency 
established under the Danish Emergency Management and Preparedness Act of 
January 1, 1993. It is responsible for the Danish National Fire and Rescue Services and 
maintains national and international capacities for civil protection and international 

humanitarian assistance. It has a stand-by roster of 250 experts including management support profiles: camp 
technicians; IT experts/communication and coordination support: and logistics; as well as specialist profiles: 
USAR, CBRN, water purification; health; engineers; civil-military coordination and security; and emergency 
management and preparedness planning. Main language skills of roster members is English, few with good 
knowledge of French and Spanish. DEMA possesses international emergency management modules including 
trained personnel and equipment that may be dispatched at short notice in case of disaster. The capacity 
includes modules such as base camp (accommodation), ICT/management and coordination (OSOCC/UNDAC 
support), water purification, field hospital and mobile clinics as well as urban search and rescue. DEMA provides 
both team-deployments as well as personnel secondmends. Few roster members have direct OCHA/UN 
agencies secondmend experience, whereas the large part has extensive experience in team/module based 
support functions towards OCHA and UN agencies. 
 
 

The Danish Refugee Council (DRC) is the largest humanitarian Danish NGOs with the aim 
to protect refugees against persecution and to promote durable solutions. The organization 
covers a broad spectrum of tasks within relief, rehabilitation and recovery. Internationally, 
DRC works in 36 different countries in the context of conflict-induced displacement, early 
recovery and return situations. The DRC Stand-By roster has 350 trained specialists 

available for rapid deployment to UN organizations. The objective is to contribute to UN’s provision of 
emergency and rehabilitation assistance to refugees, IDPs and other groups affected by war or crisis. Complex 
emergencies, natural disasters and civil unrest are in the field of DRC’s expertise. Its roster consists of 
Humanitarian Affairs Officers, Information Management Officers including Geographic Information Systems 
Officers, Protection/Child Protection Officers, Emergency Management Specialists, Logisticians, WASH 
Specialists, Camp Managers, Early Recovery Advisors and Shelter/Site planners Officers. Many of the roster 
members speak French and Arabic. 
 
 

The Department for International Development  (DFID) leads the UK’s work to end 
extreme poverty. The organization is led by a senior cabinet minister. It works directly in 
28 countries and employs around 2,700 staff who work in its offices in London, East 
Kilbride and globally. The organization is working to end the need for aid by creating 

jobs, unlocking the potential of girls and women and helping to save lives when humanitarian emergencies hit. It 
works with governments of developing countries, charities, businesses and international bodies, including the 
World Bank, the UN agencies and the European Commission. DFID has grants with four partners - CANADEM, 
RedR Australia, DRC and NRC – to provide candidates for DFID-funded secondments. In some circumstances 
DFID may fill a position directly from its own database. 
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The Iceland Crisis Response Unit  (ICRU) has its main focus on deployments to Afghanistan, 
the Middle-East, Africa, the Balkans and the Ukraine. Its chief international partners are the UN, 
RSM (NATO) and OSCE. ICRU is a department within the Ministry for Foreign Affairs and part of 
the Directorate for International Development Co-operation. ICRU participates in a wide range of 
missions, and has a diverse pool of around 150 active personnel on its roster for deployment in 

times of complex emergencies and civil unrest. Experts available on its roster are Humanitarian Affairs Officers, 
Civil Military Coordination Officers, Public Information Officers, ICT Officers, Reporting Officers, Geographic 
Information Systems Officers, Protection/IDP Officers and Gender and Development Officers, Emergency 
Operations Managers, Logistics Officers, Cash and Voucher Officers. Deployments are usually for 6-12 months, 
but short term experts are also provided. Although English is the main language spoken, some candidates also 
speak Spanish and French. 
 
 

The Information Management and Mine Action Programs  (iMMAP) is an international not-
for-profit 501(c)3 non-governmental organization (NGO) that provides targeted information 
management support to partners responding to complex humanitarian and development 
challenges. For more than 15 years, we have promoted measurable change in people’s lives 
through our core philosophy: better data leads to better decisions and, ultimately, better 
outcomes. Our expertise in data collection, analysis and presentation has revolutionized the 

decision making process for our diverse, multi-sectoral partners who seek enhanced coordination and 
sustainable solutions through information management. iMMAP maintains a diverse roster of talented field 
personnel on which it can call at short notice to respond to sudden-onset emergencies. We are a robust and 
dynamic team of recognized experts in Information management, social science, software development, 
statistics, Geographic Information Systems (GIS), performance monitoring and evaluation, technical assistance 
and capacity development. 

 
Irish Aid  Irish Aid  is the Government of Ireland’s official aid programme administered by 
the Department of Foreign Affairs and Trade, working on behalf of the Irish people to 
address poverty and hunger in some of the poorest countries in the World. The provision of 
humanitarian assistance, necessary to protect and sustain life, forms a vital part of 
Ireland’s development cooperation engagement. The overall goal of our Humanitarian 

Assistance policy is to save lives, alleviate suffering and maintain dignity before, during and in the aftermath of 
natural and man-made disasters. Through the Rapid Response Initiative, Ireland has Standby arrangements in 
place so that operational experts and relief supplies reach crisis affected communities quickly. The Stand-By 
personnel offered by Irish Aid include Humanitarian Affairs Officers, Civil Military Coordination Officers, 
Information Management and Public Information Officers, Reporting Officers, Protection/IDP Officers, ICT 
Officers, Logisticians and other officers in the field of Engineering, Public Health and Education. 
 
 

Swedish Civil Contingencies Agency  (MSB) is commissioned by the Swedish 
government to establish and maintain an emergency preparedness organization for both 
national and overseas disaster and humanitarian aid operations in cases of complex 
emergencies, natural disasters and civil unrest. MSB works with humanitarian 
operations and humanitarian mine action as well as capacity building, early recovery 

and support for peace-promoting missions. It has 1500 experts available in several areas of expertise including: 
Humanitarian Affairs Officers, Senior Humanitarian Officers, Civil Military Coordination Officers, Reporting 
Officers, Information Management Officers, Geographic Information Systems Officers, ICT Officers, Logistics 
Officers, Environmental- and Gender Field Advisors as well as UNDAC experts. The organization has a range of 
candidates with good knowledge of French, Arabic and Spanish. 560 of the 1500 MSB experts have previous 
OCHA/UN experience. MSB also has a capacity in form of modules such as base camp support, water and 
sanitation modules, medical emergency response teams and UNDAC ICT Support module.  
 
 

The Norwegian Refugee Council  (NRC) is an independent, humanitarian, non-
profit NGO that provides assistance, protection and durable solutions to refugees 
and internally displaced persons worldwide. NRC’s standby rosters is one of the 
organisastion’s three pillars, in addition to field operations and advocacy. 

NORCAP is NRC’s largest roster and consists of 700 experts from Norway, Africa, Asia, the Middle East and 
Latin America. It strengthens the capacity of the international community to prevent and respond to 
humanitarian challenges through the provision of expert personnel to the SBPP, to national governments and 
international organisations. In 2014, NORCAP contributed with more than 137 person-years to 23 different 
organisations in 50 countries. The experts possess a wide variety of qualifications ranging from education, 
protection and child protection, to cluster coordination, project management, community services, logistics, 
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humanitarian affairs, information management, water/sanitation, emergency health/nutrition, reproductive health, 
HIV/AIDS, camp management, shelter, site planning, cash and voucher and more. In cooperation with the UN, 
NRC also administers ProCap (Inter-Agency Protection Standby Capacity Project), GenCap (the IASC Gender 
Standby Capacity Project) and the UN Department of Political Affairs’ Standby Team of Mediation experts. NRC 
also operates the ACAPS (the Assessment Capacities Project) roster. 
 

 
Qatar Charity  (QC) is a non-governmental organization based in Doha, Qatar established in 
1992 that works to support at-risk communities in over sixty countries throughout Africa, the 
Americas, Asia and Europe through its seventeen field offices and extensive network of partners. 
Our work enables communities to regain and maintain their dignity through the following areas of 
intervention: education, cultural development, housing, health, food and nutrition, water, sanitation 
and hygiene, economic empowerment, social welfare and disaster preparedness and response. A 
signatory to the Red Cross/ Red Crescent Code of Conduct, Qatar Charity has maintained its 

consultative status with the United Nations Economic and Social Council since 1997 and was amongst the initial 
agencies conferred consultative status with the Organization of Islamic Cooperation in 2013. It maintains a wide 
variety of strategic memorandums with a range of key global actors including Education Above All, UNHCR, 
UNRWA, UNICEF, OCHA, International Medical Corps and the Bill and Melinda Gates Foundation. 
 
 

RedR Australia  is accredited with RedR International – a network of autonomous RedR 
organizations based in the UK, Australia, New Zealand, India, Canada, Southern Africa and 
Malaysia. RedR Australia is a member of the Australian Council for International Development, 
the Australian NGO umbrella body. It is contracted by AusAID to provide support to UN 
agencies in emergency relief. Its mission is to relieve suffering in complex emergencies, 

natural disasters and civil unrest by selecting, training and providing competent and effective personnel to 
humanitarian relief agencies world-wide. RedR Australia does not run its own projects but has Stand-By Partner 
Agreements with OCHA, UNHCR, WFP and UNICEF. There are approximately 180 candidates available for 
deployment in the RedR roster with the following profiles: Humanitarian Affairs Officers, Senior Humanitarian 
Officers, Civil Military Coordination Officers, Public Information Officers, Reporting Officers, Protection/IDP 
Officers, ICT Officers, Logisticians and Civil Engineers. 128 of these candidates have previously worked with 
OCHA/UN.  
 
 

The Swiss Humanitarian Aid Unit  (SHA) was created in 1976 and is affiliated with 
the Swiss Agency for Development and Cooperation (SDC). It operates under the 
aegis of both the Delegate for Humanitarian Aid and the Head of SHA. SDC/HA has a 
long history of working with and supporting UN agencies worldwide before, during and 

after conflicts, complex emergencies, natural/technological disasters, civil unrest and other protracted situations. 
SDC/HA has a roster of about 650 personnel offering a wide range of technical and operational knowledge, 
including but by no means limited to: construction, Watsan, logistics, cash, food security, management, 
monitoring, protection and emergency response. Most of the experts on the roster have extensive international 
humanitarian experience. Junior experts ("Programme vert") can be deployed together with more senior experts 
to gain experience and increase knowledge of OCHA. SDC/HA can be deployed to SDC/SHA operations and 
programmes and/or seconded to multilateral partners. Some roster members are not permanently on mission, 
as they maintain full-time employment elsewhere. As a result, the average activation time of SDC/HA 
secondment is about four weeks. Notable languages of the roster are French, German, Spanish, Portuguese, 
Arabic and Russian. 
 

 
The Center for the International Peace Operations  (ZIF) was founded in 2002 
with close cooperation between the German government and parliament. Its task 
is to contribute to the strengthening of international civilian capacity for crisis 
prevention, conflict resolution and peace building through the preparation and 

training of civilian personnel, building and maintaining its national pool of human resources, and independent 
scientific analysis. The recruitment of German civil personnel for international peace operations and election 
observation missions of the UN, OSCE, EU, and other international organizations constitutes one of the core 
elements of ZIF’s mandate. ZIF has built up an expert roster that currently comprises over 1,400 civilian 
professionals. The roster lists candidates in the following fields of expertise: Democratization, Elections, Human 
Rights, Rule of Law, Civil Administration, Media Development, Public Information, Political Affairs, Legal Affairs, 
Mission Administration and Support, Infrastructure and Economic Affairs, Monitoring, Disarmament, 
Demobilization, and Reintegration (DDR), Humanitarian Affairs, Refugees, and Reconciliation. Experts are 
assigned to the following sub-rosters: (i) Civilian Expert Roster, (ii) Election Observation Roster, and (iii) Mission 
Roster (Experts who are currently deployed). 
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I need staff 
OCHA Surge Decision-Making 

 

 
Annex 4 – Surge Options flow chart 

 

 

 

  
 
 
  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

 

 

 

 

 

Is the staffing need linked 
to a new, sudden, critical 

and unforeseen emergency 
or force majeure? 

Does this result in a clearly defined 
set of tasks in addition to the 

regular workload/workplan and/or 
specialized requirements? 

Is the post included in 
the cost plan? 

Can this need be addressed through 
existing/local resources or through 

surge from Regional Office? 

Assistance needed for: 
 

No basis for surge, 
explore alternative 
staffing/recruitment 

options as 
applicable  

Is the staffing need 
urgent? 

Yes No 

No 

Yes 

Yes 

Yes 

Explore short term/local/regular 
recruitment options, consider Associate 

Surge Pool (ASP) 
SBPP generally not feasible if post 

already included in cost plan 

No 

Readjustment of internal 
resources or support from RO 

Explore surge options through 
Stand-By Partnership Programme 

(SBPP) 

Explore surge options through 
Emergency Response Roster 

(ERR); provide info on whether 
mid-/longer term resources are 
needed and how they are being 

created  
 

Longer term 
support (max. 

6 months), 
deployment 
within a few 

weeks, 
previous 
OCHA 

experience 
preferable Will the additional capacity 

continue to be required after the 
departure of the SBP Expert? 

 

No 

No basis for surge, 
explore alternative 

internal 
staffing/recruitment 

options as applicable  

No 

Yes 

Short term support (up to 8 weeks), 
immediate deployment, previous OCHA 

Expertise required 

In your request, please include a confirmation that 
resources needed for post-SBPP hiring are being 

created in the costplan 
 

Extension (up to 6 months maximum)* can be 
considered if regular staff has not yet arrived, all 
efforts have been made by all parties to secure 

regular staff and OCHA cannot afford a staffing gap  
 

Please make sure that 
TORs can be achieved in 

foreseen duration of 
deployment 

 
Extension (up to 6 

months maximum)* can 
be considered if 

unexpected 
developments occur that 
make completion of tasks 

within deadline 
impossible 

Yes 

No 
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Annex 5 – Surge Capacity Request Form 
 

EMERGENCY SURGE CAPACITY REQUEST FORM 
EMERGENCY RESPONSE ROSTER (ERR), STAND-BY PARTNERSHIP PROGRAM (SBPP) &  ASSOCIATES SURGE POOL (ASP) 

 
 ERR SBPP ASP 
Humanitarian Affairs Officer  
Specify if particular focus on e.g. field coordination / protection  
access/ inter-cluster coordination / reporting/Communication 
with Communities or other 

   

Information Management Officer    

Civil-Military Coordination Officer    

Public Information Officer    

Admin/Finance Officer  N/A N/A 

ICT Officer   N/A 

Other (Please specify): 

 
  N/A 

 

Humanitarian crisis and country for which this surge deployment is requested  

Crisis:  Country:  

CRD Section/Desk Focal Point:   

Field Office Focal Point:   

Country and Duty Station of Assignment:   

Level/range of possible levels of the post requested:  
Only for ASP requests – Please indicate the post number against 
which this deployment should be charged 

 

Proposed starting date:   

Timeframe of assignment: 
ERR:   shall not exceed 6 weeks (extendable up to 3 months upon 

renewed agreement from supervisor) 
SBPP: shall not exceed 6 months 

 

  
SIGNED BY: 
Chief, Geographical Section, CRD (or OIC)5 
 
Date: 

 

Director CRD (or OIC) 
 
Date: 

 

Chief SCS (or OIC) 
 
Date: 

 

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

 

Please note that each deployment request has to be accompanied by the deployment ToRs using the provided format. 

                                                 
5 CRD is responsible to ensure that requests are prepared and submitted in full collaboration with the field.  
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DEPLOYMENT DETAILS  (to be attached to every request for ERR / SBPP/ ASP deployment) 

1. Post title and level:    

2. Duty Station Country and Location:  

3. Name, title and email of immediate supervisor  
(note: the supervisor will be requested to complete a 
performance evaluation at the end of mission) 

 

4. Brief description of emergency outbreak/upsurge and the consequences for OCHA: 
 
 
5. Brief surge need justification  

(explain why the post is urgent and why current/other OCHA capacity cannot cope/does not apply): 
 
 
 
6. OCHA’s role and key challenges:  
 
 
 
7. Main partners and stakeholders in the field:  
 
 
8. What is the staffing plan after the surge (temporary) support period (where relevant)?  
 
 
9. Will other surge resources be requested?  

If so, through which mechanism? (SBPP, ERR, ASP, Regional Office surge, ProCap/GenCap, or other) 
 
 
10. Travel within country/region required? If so, has field office foreseen funds to cover related costs? 
 
 
11. Will an equipped workstation and any necessary communication and MOSS equipment be made 

available to the surge deployee? Have funds been foreseen to cover all required operational costs? 
 
 
12. Details on security situation / structure and staff well-being (e.g. security level, living conditions?): 
 
 
13. Main tasks and duties to be executed (specify precisely in a few bullet points): 
 
 
 
14. Specific required skills (languages, experience, etc) 
 
 
 
Notes: 1) The completed ToRs should preferably be one page;  

2) Please ensure that all fields are complete before submission.  

3) ASP contracting will always be done against standard OCHA field position ToRs for the specific job title and level.  

Given the short-term nature of surge deployments it is critical that the tasks and duties to be undertaken during the 
deployment are clearly outlined in section 13. 
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Annex 6 – Undertaking 
 

 
Undertaking 
 
I, the undersigned, as a member of the ... Stand-by Personnel made available by PARTNER (hereinafter the “Donor”) to the 
United Nations pursuant to the Memorandum of Understanding between the United Nations and the Donor for the 
contribution of personnel to the United Nations for deployment by the UN Office for the Coordination of Humanitarian 
Affairs (OCHA) (hereinafter the “OCHA Mission”), hereby undertake to abide by the following: 
 
(a)I understand that, as a member of the OCHA Mission, I shall not be considered in any respect as being an official or a 
staff member of the United Nations; 
 
(b)I further understand that, while performing functions for the United Nations, I will be considered as an “Expert on 
mission” within the meaning of article VI, sections 22 and 23, of the Convention on the Privileges and Immunities of the 
United Nations; 
 
(c)I shall perform my functions under the authority of, and in full compliance with the instructions of, the Under-Secretary-
General for Humanitarian Affairs, OCHA, who is also the UN Emergency Relief Coordinator , or any person acting on his 
or her behalf; 
 
(d)I shall respect the impartiality and independence of the United Nations and shall not seek nor accept instructions 
regarding my functions as a member of the OCHA Mission from any Government or from any authority external to the 
United Nations; 
 
(e)I shall refrain from any conduct that would adversely reflect on the United Nations and shall not engage in any activity 
that is incompatible with the aims and objectives of the United Nations or the exercise of my functions; 
 
(f)I shall exercise the utmost discretion in all matters relating to my functions and shall not communicate, at any time, 
without the authorization of the UN Emergency Relief Coordinator to the media or to any other institution, person, 
Government or other authority external to the United Nations, any information that has not been made public, and which 
has become known to me by reason of my functions. I shall not use any such information without the authorization of the 
UN Emergency Relief Coordinator, and, in any event, such information shall not be used for personal gain. These 
obligations do not lapse upon termination of my assignment; 
 
(g)I shall comply with all rules, regulations, procedures, instructions or directives issued by the United Nations and the UN 
Emergency Relief Coordinator;  
 
(h)I understand that I may not apply for or be appointed to posts in the United Nations Secretariat for a period of six 
months after the end of my service. 
 
 
 _________________________ 

                                                 Name printed in block letters 
 
 _________________________ 
                                                                      Signature 
 
 
 _________________________ 
             Date 
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Annex 7 – Minutes from Annual Consultation’s Securi ty session (Rome, 11/10/2012) 
 
Participants:  UNICEF, UNHCR, WFP, WHO, FAO, OCHA, SBPs 

UNDSS: 
Igor Mitrokhin - DSS Dep Dir DRO, mitrokhin@un.org   
Anne Marie Pinou - DSS Chief of Policy a.i., pinou@un.org 
Stephen Gluning – Security Focal Point WFP, steve.gluning@wfp.org 
Terry Davis – Security Focal Point UNICEF, tdavis@uncef.org 
Julie Dunphy – Security Focal Point UNHCR, dunphy@unhcr.org  
Simon Butt - Senior Security Advisor OCHA, butt2@n.org 

 
Background: 
 
The session was organized as part of this year’s Annual Consultation, since stand-by partners (SBPs), 
as well as their parent agencies, had a number of questions related to security arrangements and 
coverage of SBP deployees while seconded to the field. The expected outcomes of the session were to 
reach : 

a) a common understanding of the security umbrella that SBPs fall under given changes in the 
Security Policy Manual; 
b) a common understanding and acceptance of the ability to share security related information 
prior to and during deployments; 
c) a common understanding of the processes and procedures for critical incident management, 
particularly in relation to kidnap/hostage-taking; 
d) consistency across the stand-by partners related to the provision of security support in the 
field (such as MORSS for instance) 

 
Key points of discussion: 
 

� All stand-by partner deployees are covered under the UN Security umbrella in the same way as 
any other UN person working in the field: the term UN personnel is used here  

� The UN takes upon them the full responsibility preventative measures related to security (risk 
assessments, MOSS compliant accommodation etc) as well as coordinating any security 
incident for deployees. 

� UNDSS cannot share internal documents, including security plans with stand-by partners. If a 
document is shared with one member state, it must be shared with all. However, UNDSS can 
and is willing to answer specific questions about a situation in a given country.  

� UNDSS provides a picture of the security situation and key information at the mandatory 
security briefings in-country, upon arrival of deployees. 

� Generally, UN security plans include agency-specific parts, which then, at discretion of each 
agency, can be shared.  

� When a deployee is abducted the UN does not pay ransom. The UN takes the lead in 
negotiations in full consultation with the deployee’s Government and Organisation (as for all 
persons in the UN security management system.  

� In the event that non-UN personnel are abducted either alongside UN staff (eg recent case of 
abduction of an iMMAP individual) or individually DSS may, if requested and following the 
signing of legal agreements, the lead in negotiations.  Any stand-by partner is treated equally 
by UNDSS 

� UN Security on the ground is available to mitigate any concerns and provide information to an 
SBP agency or their deployee if they have concerns 

� SBP staff is entitled to the same security briefing and information as UN staff. They should 
also get a briefing from the UN agency they are working with. Each agency has a specific 
security support function provided to SBPs; if SBPs are not getting adequate support through 
that system they should let UNDSS know.  

� Ultimately it is the host government that is responsible for the security of UN assets but the 



 

32 
SBPP Users’ Guide  May 2015 

 

 

host government may not have the capacity so measures should be taken jointly by the partner 
and the UN by placing security guards and undertaking an integrated assessment. 

� Mandatory training BSITF and ASITF plus security clearance to be submitted and approved 
before each travel. 

� UNDSS is working bilaterally with senior security managers of the agencies to answer all 
concerns and questions. 

 
Recommendations: 
 

� When the SBP in the field has questions, he/she can and should go to their agency security 
focal point in the field.  

� The focal point in the field has a direct information sharing line with their headquarters who 
has a direct exchange with UNDSS. SBPs can go to UNDSS for more general questions.  

� UNDSS will provide a contact in New York for day-to-day ad hoc questions: Igor Mitrokhin, 
mitrokhin@un.org, or Joachim Schmitz, schmitzj@un.org  

� Any ongoing and ad hoc matters can also be addressed at the monthly webex meeting of the 
SBPs where it can be decided to take certain queries further to UNDSS.  

 
Outstanding questions for clarification, asked by partners, and answers provided by UNDSS and 
security focal points: 
 

� When it comes to the aftermath of an eventual hostage taking, the picture is a bit unclear. Who 
will ensure rehabilitation of a person who has been kidnapped and who will cover any costs 
related to it. And what if the person is not able to work for years afterward – is the UN taking 
any responsibility of this? Immediate psychosocial support would be provided to all UN 
personnel through the Critical Incident Stress Management Unit (CISMU). Longer term 
support both medical and psychosocial becomes a management and human resources concern 
rather than a specific security concern. As such it would be covered under the insurance 
procedures, which is not common throughout the Un agencies funds and programmes. Those 
agencies who have responded have indicated that the SBPs cover insurance of deployees. It is 
recommended that this specific issue is addressed in SBP agreements and contracts.  

� The security advisors in NY advised the SBPs to use the UNDSS homepage – however NGOs 
do not have access to it. Is it possible to get that? UNDSS NY underlined the difference 
between UN staff and UN personnel. What does this mean in practical terms? In practical 
security terms exactly the same provisions are available to all UN personnel in the field, be 
they deployees or staff in the field (comment by UNHCR: Except when it comes to actions 
following evacuation then it is the standby partners organization who support monetarily and 
determine the location after the evacuation ie staying in the safe haven or moving to home 
country and if their contracts finish as a result). Following evacuation then the SBP 
organisation would become responsible for further moves and/or monetary support.  

� What about MORSS – is this covered by UNDSS or by each agency? All agencies who have 
responded indicate that they are responsible for making available the same support to 
deployees as for UN Staff. It is of note that the application of MORSS measures remains the 
responsibility of all UN personnel with the appropriate support from agencies and advice from 
UN security advisors.  (comment by UNHCR: we’ve also understood that agencies are 
responsible for this as they are for ensuring that Standby partners are MOSS compliant and this 
is indicated on page 1). 
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Annex 8 – Use of official cars – AI and Self–Drive Request  
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---------------------------------------------------------------------------------------------------------------------------------------------------- 
 

OCHA VEHICLE - SELF-DRIVE REQUEST 
 
 

 
1. Introduction – specific for each Operation 
 
2. [Name of Stand-by Personnel](the “Driver”) requests to self drive OCHA Vehicle [description of vehicle] (“the 
Vehicle”) within [country/area of operations] for the period from [DD/MM/YYYY] to [DD/MM/YYYY]. 
 
3. Name. . . . . . . . . . . . . . . . . . . . . . . . . . undertakes: 
 

a. To have a valid service visa and valid driver’s license for [Country of Assignment], copy of which to be 
provided to OCHA Country Office. 

 
b. To secure the Vehicle at all times when left unattended and not in use, including using the 'club' anti-theft 

device. To store and lock the Vehicle overnight in an approved residence or location. For security 
purposes all sites must be approved in advance by the Operations Officer in the Country of Assignment. 

 
c. To complete the Vehicle Log Book maintained by OCHA and to maintain an accurate record of all 

mileage and/or kilometres driven including for trips of a personal nature. For personal trips, Driver shall 
reimburse OCHA at the rate of [Adjusted by CO] per kilometre to cover fuel and Vehicle running costs.  

 
d. To adhere to all OCHA rules and regulations regarding the proper use and safety of the Vehicle and to 

ensure that all tools and equipment remain in the Vehicle. 
 
e. To adhere to OCHA regulations and rules concerning the carriage of non-OCHA staff. 
 
f. To report any Vehicle accident or damage immediately to the Operations Officer, and if necessary to the 

local police authority and the insurance company as indicated on […] [OCHA, please fill in]. 
 
4. The Driver accepts that he/she is fully responsible and must pay for any and all damage to people, property and 
livestock, including damage to the Vehicle whilst the Vehicle is in his/her custody should such damages not be covered by 
OCHA’s comprehensive vehicle insurance. 
 
5.  The Driver acknowledges that failure to comply with these requirements shall result in the use of the Vehicle 
being withdrawn and future requests being turned down. 
 
 
 
Requesting Expert . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  
Date:    [DD/MM/YYYY] 
 
Operations Officer  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
Date:    [DD/MM/YYYY] 
  
Approved/Not Approved:  
Representative  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
Date:    [DD/MM/YYYY]   
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Annex 9 – Performance Evaluation Form 
 

OCHA 
PERFORMANCE EVALUATION FORM FOR STANDBY STAFF  
        

 
 

PART 1 - Basic Information 
(To be completed by the Supervisor) 

NAME (LAST, FIRST)  
 
 
 
 

TITLE OF POST  
 
 

DUTY STATION (Country)  
 

SECONDING AGENCY 

 
FUNCTION (a brief description of key tasks) 
 

PERIOD OF ASSIGNMENT:  
 
FROM:                         TO:     

 
 

PART 2 - Key Assignments and Objectives of Deployment 
(As stated in the terms of reference. To be completed by the Supervisor and the Standby Staff) 

 
Planned Key Assignments and Objectives*  

 

 
Self assessment and comments by Standby Staff 
on achievements, indicating if objectives were 

met 
Evaluation and Comments by Supervisor 

 
(1) 

 
 

 
 

 
(2)  
 
 

  

 
(3) 
 
 

  

 
(4) 

  

* To be completed upon the arrival of the Standby Staff. 
 
 

 
GENERAL COMMENTS on Staff’s overall performance:  

PART 3 Performance Evaluation 
 

RATINGS Unsatisfactory 
Only 

Adequate Satisfactory Very Good Exceptional 
 
Technical competencies  
(Job competence, technical know-how an 
understanding) 

□ □ □ □ □ 

 
Work relations/interpersonal skills  
( Relations with other staff, Government and/or 
Implementing Agencies) 

□ □ □ □ □ 

 
Communication skills 
(Expression of ideas and thoughts, both in oral and 
in writing) 

□ □ □ □ □ 

 
Commitment/ Attitude 
( Dedication, initiative, enthusiasm, interest) 

□ □ □ □ □ 
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RECOMMENDATION by Supervisor:  
Standby Staff should be considered for: (tick one) 
 
 

   Deployments with the same type of tasks as this one 
 
   More complex and difficult tasks 

 
   Less demanding tasks only 

 
   Tasks in a different technical area 

 
   Should NOT be considered for future deployments 

 
 

Supervisor's name:                  Title:                   Signature:               Date:        

PART 4 – Standby Staff’s Review of Ratings/Assessment by the Supervisor 

� Agree with the above evaluation                          � Do not agree with the above evaluation 

GENERAL COMMENTS by the Standby Staff:  
Comment, for example, on your overall performance and on any strengths, skills or qualities which you possess. 
 
 
 
 
 
 
COMPETENCY DEVELOPMENT AND TRAINING NEED: 
Please indicate your need ( if any) for further job-related training:  
 
 
 
 

Standby Staff’s Initials:              Date:          

Instructions And Guidelines 

 
1. The following guidelines should be used in evaluation the Standby Staff’s performance. They are aimed at ensuring consistent 

application of evaluation rating by the evaluating officers: 
Unsatisfactory:  The performance/quality of service failed to meet the minimum standards of acceptability. The lack of required 

quality contributed to the complete or near failure of the deployment. 
Only Adequate:  The performance/quality of service was only adequate. More had in fact been expected. On the other hand, the 

deficiency was not so grave as to jeopardize the objectives of the deployment. 
Satisfactory:  The performance/quality of service was sufficient for the satisfactory completion of the deployment. 
Very good: The performance/quality of service was of a higher standard than expected and resulted in a fully satisfactory 

completion of the tasks given to the Standby Staff. 
Exceptional:  The rating should be reserved for Standby Staff whose performance/quality of service was of an exceptional 

degree, and therefore considered worthy of special note. 
2. Part 1 and Part 2 of the form should be completed upon arrival of the Standby Staff. The remaining parts should be completed before 

the departure of the Standby Staff.  
3. It is essential to bear in mind that the performance/quality of service should be evaluated in terms of the objectives and requirements of 

the deployment for which s/he was engaged. 
4. The completed form with signatures should be submitted to the Surge Capacity and Logistics Section in OCHA Geneva and to the 

Standby Staff. 
 


