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"In everything we do, WHO relies on the expertise 0 f hundreds of formal WHO
Collaborating Centres, in your countries, and thous ands of the best brains in
science, medicine, and public health, in your count ries. They give us their time
freely and it is my strong impression that they do so with pride."

Dr Margaret Chan, Director-General, address to the Sixty-fourth World Health
Assembly, 16 May 2011



1. Introduction

The World Health Organization (WHO) often requires expert advice and
engages in scientific or technical cooperation with other institutions. WHO
collaborating centres (WHO CCs) ! are institutions that have been solid WHO
allies for years, helping WHO to implement its mand ated work and achieve its

current goals. WHO CCs cooperate with WHO on a dive rse range of activities
such as collecting data for a report, organizing a meeting or developing a

guideline.

The collaboration brings benefits to both parties. WHO gains access to top
institutions worldwide and the institutional capaci ty to support its work.
Similarly, institutions designated as WHO CC gain i ncreased visibility and
recognition by national authorities, and greater at tention from the public for

the health issues on which they work. The centres a  Iso gain opportunities to
work together (e.g. sharing objectives, exchanging information, pooling
resources and developing technical cooperation), pa rticularly at the
international level; and opportunities to mobilize additional and sometimes

important resources from funding partners.

This win—win relationship between WHO and its colla  borating centres makes a
difference to public health globally. WHO encourage s every designated
institution to benefit as much as possible from thi s formal relationship.

This guide is intended to provide proposed and desi gnated institutions with a
better understanding of the framework of this speci al relationship with WHO.
Further information and the most recent version of this guide can be found at:

http://www.who.int/collaboratingcentres/information

2. Definition, mission and strategic rationale of WHO CCs
A WHO CC is defined as "... an institution designated by the Director-General

to form part of an international collaborative netw ork carrying out activities in
support of the Organization’s programme at all leve s.’2

The designation both recognizes a history of collab oration with WHO and

provides a formal framework for future joint activi ties. It is a time-limited
agreement of collaboration between WHO and the desi gnated institution,
through which the latter agrees to implement a seri es of concrete activities
specifically developed or designed with WHO. Design ating an institution as

1 A WHO CC is not a legal entity. The legal entity t  hat controls and is responsible for the WHO CCist he
designated institution or the legal entity of which the designated institution forms part. In this gui  de, the
term "institution" refers to the specific part of a  n entity that is proposed or designated as WHO CC ( eg.a
department within a university as opposed to the un iversity as a whole). The term "WHO CC" referstot he
institution while it is performing the agreed terms of reference and workplan with WHO, as opposed to
performing other activities outside the collaborati on with WHO.

2 As per the Regulations for study and scientific groups, collab orating institutions and other mechanisms of
collaboration . Text approved by the Executive Board at its 69 t session (resolution EB69.R21) with
amendments approved at its 105 ™ session (resolution EB105.R7).
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WHO CC is not a mechanism for recognizing the insti  tution as a centre of
excellence per se.

Vision
WHO CCs are key institutions with relevant expertis e distributed throughout

the world. They represent a valuable resource as an extended and integral
arm of WHO's capacity to implement its mandated wor k.

Mission

The WHO CCs are a highly valued mechanism of cooper ation in which
selected institutions are recognized by WHO to assi st the Organization with
implementing its mandated work. This is accomplishe d by supporting the
achievement of planned strategic objectives at the regional and global
levels; enhancing the scientific validity of its gl obal health work; and
developing and strengthening institutional capacity in countries and regions.

3. Eligibility and other criteria for designation

After at least two years of successful collaboratio n with WHO in carrying out
jointly planned activities, and if warranted by WHO technical programme
requirements, WHO may propose to formalize a succes sful collaborative
relationship by designating an eligible institution as a WHO CC. Spontaneous
applications or self-nominations by institutions ar e not accepted.

Formally established institutions that may be eligi  ble for designation include
parts of universities, research institutes, hospita Is or academies. Parts of

governments may also be eligible for designation. 3 A designation is normally
limited to the specific department, division, labor atory, unit or other part that

collaborates with WHO. Eligible institutions can be public or private, but
should not be of a commercial or profit-making natu re. Two or more separate

institutions or separate branches of one institutio  n in different locations cannot
share a single designation as a WHO CC.

To be considered for designation as a WHO CC, eligi ble institutions must fulfil
all of the following criteria:

a) high scientific and technical standing at national and international levels;
b) prominent place in the country's health, scientific or educational structures;
c) high quality of scientific and technical leadership , and sufficient number

of staff with high-level qualifications;

d) stability in terms of personnel, activity and fundi ng;

3 Institutions that are not eligible for designation as WHO CC include international intergovernmental
organizations, international and national nongovern mental organizations and similar bodies with a
membership structure, including professional associ  ations or foundations that raise resources for heal  th
development activities, as well as networks, workin g groups, partnerships or programmes.
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e) strong working relationship with other institutions in the country, and at
intercountry, regional and global levels;

f) clear ability, capacity and readiness to contribute , both individually and
within networks, to WHO programme activities, wheth er in support of
country programmes or through participation in inte rnational cooperative
activities;

g) clear technical and geographical relevance of both the institution and its

activities to WHQO's programme priorities;

h) at least two years of previous collaboration with W HO in carrying out jointly
planned activities.

Designations cannot be transferred from one institu tion to another, nor can

they be transferred from one part of an institution to another. For instance, in
cases where the staff members working on the activi ties of a WHO
collaborating centre move to a different institutio n, the designation remains

with the original institution, it does not follow t he staff.

4. Functional scope of WHO CCs

The collaborating centres help WHO to implement its mandated work. Thus,
all activities an institution conducts under its de signation as a WHO CC must
be jointly planned and implemented with WHO, clearl y linked to WHO
strategic plans, and reflected in the workplans of the WHO technical
programmes to which they contribute.

Typical functions of WHO CCs include:

a) collection, collation and dissemination of informat ion;
b) standardization of terminology and nomenclature, of technology, of
diagnostic, therapeutic and prophylactic substances , and of methods

and procedures;

c) development of evidence-based technical guidance to ols and resource
materials on various topics;

d) development and application of appropriate technolo ay;

e) provision of reference substances and other service S;

f) participation in collaborative research developed u nder WHO's leadership,
including the planning, conducting, monitoring and evaluation of
research; evaluation of WHO interventions in countr ies; and promotion of

the application of the results of research;

g) training, including research training;



h) coordination of activities carried out by several i nstitutions on a given
subject;

i) capacity-building work at country level,

j) provision of monitoring, preparedness and response services to deal with
disease outbreaks and public health emergencies.

While a WHO CC may participate in collaborative res earch under WHO's
leadership, the centre should not undertake researc h involving human
participants or clinical trials of its own accord a s part of its workplan. Any
research activity involving human participants incl uded in the terms of
reference (TOR) or workplan of the WHO CC may requi re the approval of the
WHO Research Ethics Review Committee (ERC). Approva | by an ethics body
other than the ERC does not exempt a research activ ity from ERC review.
Clinical trials included in the workplan must be co nducted as WHO clinical
trials, following WHO procedures and rules, with WH O support.

A WHO health information product containing recomme ndations may be
considered a WHO guideline. WHO has established policies, rules and

procedures for guideline development; these ensure that WHO guidelines are
consistent with internationally accepted best pract ices, including the
appropriate use of evidence. Any activity of a WHO CC aimed at supporting

the development of a WHO guideline must therefore ¢ onform with WHO's
policies, rules and procedures for guideline develo pment.

Certain activities are beyond the functional scope of WHO CCs and should
not be performed by WHO CCs. Examples of activities that should not be
performed include:

- provision of advice to Member States on policy and legislative matters;
- establishment of new entities (e.g. a research inst  itute or fundraising body);

- development and issuance of qualifying diplomas (e. g. MA, MSc, PhD) or
delivery of courses offered as part of an establish ed degree programme;

- issuance of national guidelines.

5. Duration and expiry of designations

The first period of designation starts on the date of the official letter of
designation from WHO to the institution and ends ex actly four years later. At
the end of the period of designation, the instituti on automatically ceases to

be a WHO CC. For example, if an institution has bee n designated on 20 June
2009, its designation will automatically expire on 20 June 2013.

During the period of designation, WHO can terminate the designation of an
institution as a WHO CC at any time. The WHO CC may also revoke its
designation if it wishes to do so. Notice of the in  tention to terminate must be
given at least three months in advance.



An initial designation may be renewed (‘redesignati on’) for the same period

or less if proposed by the responsible officer and approved prior to the
designation expiry date (see section 11 for more in formation on
redesignation). If a redesignation proposal has bee n initiated but has not
been successfully approved and notified by the time that the initial
designation ends, the designation expires and the i nstitution ceases to be a
WHO CC.

6. Responsibilities of WHO CCs and responsible offi cers

During the period of designation, a designated inst itution is expected to:

a) implement the agreed workplan in a timely manner an d to the highest
possible standards of quality, and bring to the att ention of the WHO
responsible officer any issue that may affect the i mplementation of the
workplan;

b) comply with the Terms and conditions for WHO collaborating centres :
and abide by relevant WHO regulations and policies;

c) submit annual progress reports via WHO's global ele  ctronic processing
system eCC when requested to do so on the annual an niversary of the
designation date;

d) discuss any possibility of a redesignation with the WHO responsible officer
at least six months before the end of the current d esignation.

The responsible officer is a member of WHO staff wh o has the technical
knowledge and the responsibility to manage the coll aboration with the WHO
CC. The responsible officer is expected to:

a) jointly develop with the proposed institution a lis t of TOR and a detailed

workplan of activities to be implemented by the WHO CGC;

b) ensure that the proposed activities of the WHO CC a re linked to the
current WHO Medium-term Strategic Plan and Programm e Budget;

c) maintain close and regular contact with the WHO CC, communicating
directly with the head of the WHO CC (the staff mem ber of the
designated institution who acts as the main focal p oint for the

collaboration with WHO);

d) monitor the quality of the work being produced and how the agreed
workplan is being implemented by the WHO CC,;

e) review the annual reports submitted by the WHO CC a nd provide
feedback;

f) initiate all relevant processes in eCC.

4 The Terms and conditions for WHO collaborating cen tres are electronically accepted by the proposed
institution during the (re)designation procedure an d are part of the contractual agreement with WHO.
They can also be viewed here: http://www.who.int/co llaboratingcentres/information/en/




7. Funding and interaction with industry and privat e sector

Designation of an institution as a WHO CC is indepe ndent of any kind of
financial support from WHO. In most cases, the WHO CC will be expected to
cover the costs of the agreed activities through th e core budget of the
institution and, if necessary, mobilization of addi tional extrabudgetary
resources. This does not prevent WHO from co-contri  buting financially in
exceptional cases, provided that funds are availabl e and are designated for
that purpose.

The designated institution must safeguard the credi bility, independence and
objectivity of the work it conducts as a WHO CC. To achieve this, WHO seeks
to ensure that the interactions this institution ma  y have with the commercial
private sector — in particular the part of the inst itution being proposed for
designation — do not give rise to any real or perce ived conflict of interest in
respect of the work of the WHO CC.

The section below summarizes the WHO policy for int  eraction of WHO CCs
with the commercial and private sector; full detail s are given in the Terms and
conditions for WHO collaborating centres . Where there are discrepancies, the
latter take precedence over the text given below.

The commercial private sector includes companies, a ssociations representing
companies or business interests, and foundations th  at are not at arms' length
from their commercial sponsors. In this section, al | of the above are referred to

as "companies".
7.1 Avoiding real or perceived conflicts of interes t
Below are examples of the types of interaction that may lead to a real or

perceived conflict of interest in respect of the wo rk of the WHO CC and
should therefore be avoided:

a) Support from companies with incompatible business a ctivities: The
institution should not accept funding or other supp ort (e.g. in kind or
through secondment of employees) from companies who se business

activities are incompatible with WHO's work (e.g. t obacco companies).
This applies to both the activities of the institut  ion as a WHO CC and any
other activities of the institution as a whole.

b) Support from companies with direct commercial inter est: The WHO CC
should not accept funding or other support (e.g. in kind or through
secondment of employees) from a company that has, o r may be
perceived as having, a direct commercial interest i n the outcome of that
activity. For example, funds or other support shoul d not be accepted from
a manufacturer of insulin for an activity that rela tes (even generically) to
the treatment of diabetes.

c) Support from companies with indirect commercial int erest: A WHO CC
should exercise caution in accepting financing or o ther support from a
company that has even an indirect interest in the o utcome of an activity.
For example, in the case of an activity relating to the epidemiology of a
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d)

f)

9)

h)

disease, caution should be exercised in accepting f unds or other support
from a manufacturer of drugs for that disease. In s uch cases, it is

preferable to secure funding from multiple competin g sources, to avoid a
perceived close association with one particular com pany.

Support for the production of WHO guidelines or rec ommendations: As a
general rule, a WHO CC should not accept any funds or other support
from companies, regardless of their business intere  sts, for activities related
to the production of WHO guidelines or recommendati ons.

Commissioned research or other work: The activities that an institution
conducts as a WHO CC (as part of the WHO CC's TOR o r workplan) should
not include any research or other work commissioned or contracted by

companies.

Unspecified donations from companies: In the event of an unspecified
donation for the activities of a WHO CC in general (i.e. not for a specific
activity), the donation should not be allocated to support activities in
which the company, or group of companies, has a dir ect commercial

interest. In the case of an indirect commercial int erest, donations should
be sought from various sources having a similar int  erest; and it is preferable
that support from multiple competing sources is sec ured. In addition, the
overall amount of unspecified support provided by t he company, or
group of companies, should not be so large that the WHO CC would
become dependent on it for its continued operations

Support for salary of specific staff or posts: A WH O CC should not accept

funds from companies to support the salary of speci fic staff or posts
designated to the activites of the WHO CC (includi ng short-term
consultants) if the financial support could give ri se to a real or perceived

conflict of interest. For example, a conflict of in terest would arise if the
responsibilities of the staff member or post were d irectly or indirectly
related to the business interests of the commercial contributor.

Secondment of company employees: A WHO CC should no t accept the
secondment of company employees to work on the acti vities of the WHO
CC if the company has a direct or indirect commerci al interest in all or
part of those activities.

Interactions, affiliations, relations and interests of staff: The institution should
ensure and attest to WHO that the head of the WHO C C and staff

designated to work on the activities of the WHO CC do not have any
interactions, affiliations or relations with, or fi nancial or other interests in,
companies that could give rise to, or could be seen as giving rise to, a
conflict of interest in respect of any of the activ ities.

7.2 Information to be provided to WHO before design ation

Before being designated or redesignated, each insti tution must provide
information to WHO about its interactions with the commercial private sector
in the relevant sections of the designation or rede signation form. Where
interactions are identified, this information inclu des details of any contributors;
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their business interests; the activities, research, staff and posts concerned; and
any other details or clarification that WHO may rea sonably require.

In addition, the institution must ascertain whether the head of the WHO CC or
staff designated to work on the activities of the W HO CC have any
interactions, affiliations or relations with, or fi nancial or other interests in,

companies that could give rise to a real or perceiv ed conflict in respect of

any of the activities of the WHO CC. The institutio  n is required to attest to
WHO that the head and staff designated to work on t he activities of the WHO
CC have been required to declare any such interacti ons, affiliations, relations
and financial or other interests; and either no con flicts exist, or appropriate

measures have been taken to address and remove them

Examples of the type of interactions, affiliations, relations and financial or
other interests that could give rise to, or be seen as giving rise to, a conflict of
interest, can be found in the declaration of intere st (DOI) for WHO experts,

which is given at Appendix A. The DOI is provided a s an example; it is not
intended for use by the institution. The institutio n should make its own
arrangements to ascertain, address and remove any p ossible conflicts that
the head of the WHO CC or other staff may have.

7.3 Evaluation by WHO and measures to be taken by W HO CCs

Where WHO considers that an interaction gives rise to the risk of a real or
perceived conflict of interest, the institution mus t make every effort to provide

all relevant and potentially relevant information t 0 WHO for evaluation and to

arrive at a mutually acceptable solution that is co nsistent with the guidance
provided. For example, for a designation or redesig nation to be approved,

activities that give rise to a conflict of interest as described above, or that

have been commissioned by industry, will need to be deleted from the
workplan.

Similarly, the WHO CC must ensure that staff who ha ve declared an
interaction, affiliation, relation or financial or other interest in a company or

group of companies that gives rise to a real or per ceived conflict in respect of

any activity of the WHO CC do not work on that acti vity.

With respect to contributions from companies that a re deemed acceptable,
the WHO CC should — for reasons of transparency — a  lways make a public
acknowledgement. The wusual approach is to insert a discreet
acknowledgement in the documentation relating to th e activity concerned.
This acknowledgement should also be included in any publication by the
WHO CC of the outcome of this activity.

WHO may also require the WHO CC to publicly disclos e the interactions,
affiliations, relations or other interests of its h  ead or staff that are considered to
give rise to a conflict of interest.

Before accepting any contributions from companies, the WHO CC should
seek written assurance from the contributors in que stion that they will not use
the results of the work that they, as contributors, have supported for
commercial purposes, or seek promotion of the fact that they have made a
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donation. However, contributors may make reference to donations in their
corporate annual reports or similar internal docume nts.

The WHO CC should at all times maintain full and ex  clusive control over the

activity to which a contribution relates, including over any report of the

activity and its contents, whatever the form in whi ch it is published or
disseminated (e.g. electronically), and the timing of such diffusion.

8. Intellectual property rights

This section provides information on intellectual p roperty rights to the
deliverables of the activities of a WHO CC, with fu rther details included in the
Terms and conditions for WHO collaborating centres 5. The full terms and

conditions should be consulted if detailed guidance is required.
Certain deliverables of the activities of the workp lan (e.g. a publication,
toolkit, report or training module) may require an agreement between the

designated institution and WHO about the intellectu al property rights.

When planning joint activities leading to such deli verables, the responsible
officer and the proposed institution should identif y what type of intellectual

property right is applicable (for example, copyrigh ts apply to publications,
and patents may apply to other types of deliverable s), and whether these
rights will be owned by the designated institution giving a licence to WHO (in
this case, the deliverable will be the institution' s product), or by WHO (in which
case the deliverable will be a WHO product).

For both possible scenarios, a standard statement i s already included under
Sections 3.1 and 3.2 of the Terms and conditions for WHO collaborating

centres . To document the intended attribution of intellect ual property rights
for a deliverable of the centre's workplan, a refer ence to the applicable

section should be included in the designation or re designation form. For
example, if an activity in the workplan includes a WHO publication as a
deliverable, the activity description or expected o utcomes field might include,
"The copyright will be owned by WHO and a licence w ill be given to the
designated institution as per the Terms and conditi ons for WHO collaborating
centres, Section 3.1.2". If an activity in the work  plan includes a new health

technology as deliverable for which the patent shal | be held by the institution,
the description could note for example, "The patent will be owned by the
designated institution and a licence will be given to WHO as per the Terms
and conditions for WHO collaborating centres, Secti on 3.2.1".

If no reference or other agreement is included, the intellectual property rights
will be held by the institution and a licence given to WHO as per sections 3.1.1

or 3.2.1 of the Terms and conditions for WHO collaborating centres

® The Terms and conditions for WHO collaborating cent res are electronically accepted by the proposed
institution during the (re)designation procedure an d are part of the contractual agreement with WHO.
They can also be viewed here: http://www.who.int/co llaboratingcentres/information/en/
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9. Use of WHO name, emblem and flag by WHO CCs

The WHO name, emblem and flag can only be used by W HO CCs after the

Director-General has authorized the proposed use. Authorization is given on
a case-by-case basis, this means each time the inst itution intends to use the
WHO name, emblem or flag for a specific purpose, a request must be made

to WHO to obtain authorization.

The authorization can only be given for use in rela tion to an activity included

in the agreed workplan (as opposed to other activit ies that the institution may
conduct). The authorization will end on completion of the activity or
expiration of the period of designation of the WHO CC, whichever occurs first.

The WHO CC must make the request to the responsible officer at WHO, who
will forward it on for clearance. The centre should provide the background to
the request, including a brief justification for th e proposed use. Any requests
for authorization of use of the WHO name and emblem must include a mock-
up of the proposed use that complies with the visua | identity guidelines and
additional conditions (where applicable) set out be low.

9.1 Use of the WHO name and emblem

Any authorized use of the WHO name and emblem is su bject to the following
visual identity guidelines:

a) The WHO name should never be used in isolation. Ins  tead, the exact title
of the WHO CC, as indicated in the official letter of designation and
registered in the WHO CC global database (e.g. "WHO Collaborating
Centre for Occupational Health") should be used.

b) The WHO emblem should never be used in isolation (s ee Fig. 1 below). If
the WHO emblem is to be used, it may only be placed directly next to the
title. The title and emblem should be similar in si  ze (see Fig. 2 below). All
words in the title must be of the same font size.

c) The title and emblem should be used discreetly; the y should be placed

immediately underneath the name of the designated i nstitution, which
should have a more prominent position. If the WHO e mblem is to be used
in addition to the title, the logo or emblem of the designated institution

should also be used. The WHO emblem should be small er than the
emblem or logo of the institution. The characters o f the title of the WHO
CC must be smaller than the characters of the name of the designated
institution (see Fig. 3 below).

d) If the language used by the WHO CC is not one of th e official languages
of the WHO (Arabic, Chinese, English, French, Russi an and Spanish), then
the WHO CC must also use one of those official lang uages.

Fig. 1. Example of incorrect use: the emblem is use  d in isolation.
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ollaborating Centre for
o - | Health

Fig. 2. Example of incorrect use: the emblem and ti tle are not similar in size.

Department of
Microbiology-
University of ABC

f :-;" & WHO Callsbarating Conlrg
-_'_" .y Por Dceupatonal Haalhih

Fig. 3. Example of correct use: The complete name o f the designated institution and its logo is placed
prominently, and the title of the WHO CC and the WH O emblem is discretely placed underneath in smaller
font.

In addition to the visual identity guidelines above , any authorized use of the
WHO name and emblem on letterheads, information and communication
products, and web sites is subject to additional co nditions set forth below.

Additional conditions for letterheads

The following additional conditions apply for lette rheads:

The letterhead may be used repeatedly during the de signation period for
correspondence related to the activities included i n the workplan. However,
the title and emblem must not be used on the standa rd letterhead for
general correspondence of the designated institutio n.

Additional conditions for information and communica tion products

The following additional conditions apply for infor mation and communication
products in print or electronic format (e.g. presen tations, brochures, booklets):
a) The product must be part of the agreed workplan of the WHO CC.

b) The information it contains must be of the highest technical standing and
compatible with WHO policies.

¢) The following disclaimer must be used: "This [inser t name of brochure or
booklet] is published by [insert name of institutio n], which is a WHO
Collaborating Centre; it is not a publication of th e World Health
Organization. The [insert name of institution or au  thors] are responsible for
the views expressed in this [insert type of publica  tion], and the views do
not necessarily represent the decisions or policies of the World Health
Organization."

-15 -



Additional conditions for web pages

The following additional conditions apply for web p ages:

a) The WHO emblem is not used on the main web site of the designated
institution. Instead, it is used on a web page (wit hin the web site)
dedicated exclusively to the activities of the inst itution as part of its
designation as WHO CC. A discreet reference to the designation of the
institution as a WHO CC could be included on the ma in web site (see Fig.
4 below); that reference could be linked to the web page (within the web

site) fully dedicated to the activities of the inst itution as a WHO CC (see Fig.
5 below).

b) The proposed web page is in accordance with the TOR and workplan of
the WHO CC and only relates to the work of the inst itution in its capacity
as a WHO CC.

c) The content of the proposed web page is acceptable to WHO from a
technical and scientific point of view.

d) If any financial support from the private sector is to be received for the
development of the web page, this is consistent wit h the rules on
interaction of WHO CCs with the commercial private sector, including in
respect of the manner in which contributors are ack nowledged.

UNIVERSITY OF

T

. ABC
o

| wHo collaborating Centre | Membres Publications mm

Link to a separate page
dedicated to the activities of
the institution as a WHO
collaborating centre

Department of Microbiology

Welcome to the
Department of Microbiology

The Departernent of Microbiolagy (DoF ) was
established in the early 1890's. The Department

Fig. 4. Web site of the Department of Microbiology of the University ABC.

S UNIVERSITY OF
ABC

by
&,_g_@; WHQO Collaborating Centre for Diphtheria and Streptococcal Infections

Department of Microbioclogy

Aims of the Centre

To evaluate publication in streptococcal infections and protection and inform professionals, policy makers and
the general public.

To offer reference microbiology facilities far the laboratory diagnosis of diphtheria and related infections

To undertake field evaluations and site visits to areas of need and organize workshops

To promote research and callaboration into diphtheria and streptococcal infection in all areas of possible

Fig. 5. Web page within the web site of the Departm ent of Microbiology of the University ABC, dedicate
to the activities in its capacity as a WHO CC.
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9.2 Limitations of the use of the WHO name and embl em

The use of WHO's name or emblem on business or visi ting cards of the staff
members of the designated institution is not allowe d in any circumstance.

Normally, WHO does not authorize WHO CCs to use pla  ques bearing the WHO
name and emblem.

The WHO name and emblem may not be used on certific ates of attendance,
diplomas or similar awards to participants in train ing or other courses
organized as part of a WHO CC's workplan.

9.3 Use of the WHO flag

A WHO CC must obtain authorization if it wishes to use the WHO flag. Such
authorization is time-limited and granted only in r elation to specific occasions
(e.g. World Health Day). Where authorized, the disp lay of the WHO flag is
subject to the WHO Flag code and regulations .6 At the end of the specific
occasion for which authorization has been granted, the flag must
immediately be returned to WHO.

10. The procedure for first-time designation

Any new proposal for designation as a WHO CC will b e initiated by a WHO

staff member based at one of WHO's regional offices or at its headquarters in
Geneva.

All proposals for designation are processed through eCC, WHO's global
electronic processing system for WHO collaborating centres (see section 14

for instructions on how to use eCC).

Once the responsible officer has initiated the proc edure of designation in
eCC, the proposed head of the WHO CC receives an au tomatically
generated email from eCC, asking the institution to complete the online
designation form in eCC (see section 11.1). Details of the web site address,
login name and one-time password are included in th e e-mail. Via the WHO
CC portal web site, the institution logs in to eCC and can access the required

form (see section 14 for instructions on how to use eCQ).

Once the online designation form has been completed and electronically
submitted, it is reviewed by WHO technical staff an d by other relevant WHO
departments (see section 11.2). The government conc erned is also consulted.
Ultimately, it is the Director-General of WHO who a  pproves designations. If
approved, the Regional Director concerned informs t he proposed institution
by official letter that it has been designated as a WHO CC for four years,

starting from the date of the letter.

6 The WHO Flag code and regulations are sent along w ith the flag or can be viewed here:
http://iwww.who.int/collaboratingcentres/information len/

-17 -



It is difficult to estimate the length of the proce dure from start to completion.
While it is possible to complete it in as little as  six months, this is only feasible if
the responsible officer and the proposed institutio n carefully consider the

applicable WHO regulations, communicate thoroughly while jointly writing the
activities for the workplan, and take immediate act ion in response to all
requests from reviewers for clarification or modifi cation to the original
proposal. Submission of a proposal for designation does not imply that the

designation will be approved.

10.1 The designation form

Upon designation of an institution as a WHO CC, the designation form serves
as a binding agreement with WHO. By submitting this document, the
institution commits to implementing the agreed work plan in line with its TOR

and the Terms and conditions for WHO collaborating centres

The designation form consists of four sections —in  troduction, institutional profile,
TOR and workplan. The content of each section is fu rther outlined below.

Institutions that are unable to submit information in English should discuss their
language requirements with the responsible officer before completing the
designation form in eCC. While relevant documentati on may be drafted in
any of the official languages of the World Health A ssembly, information in a
language other than English must be translated befo re being entered into the

online form in eCC.

Introduction
The introduction focuses on the origin of the propo sal and the previous two-
year period of collaboration, including a list of s pecific examples (including

names, places and dates) of previous jointly planne d activities with WHO.
Participation by individuals in WHO conferences, ex pert panels or advisory
groups is not normally considered to constitute a | ointly planned activity.

Institutional profile
The institutional profile requires information abou t the institution proposed for

designation including name, address, characteristic s, funding, staff, existing
networks and facilities. The information provided s hould refer only to the
particular unit, division, department or laboratory to be designated (i.e. the

institution), not the entire entity of which it for ms part. However, the
organizational chart should show the proposed insti tution as part of the

overall entity.

Terms of Reference (TOR)

The TOR are short, one-sentence points providing a general high-level
overview of the area of future collaboration. They must reflect the future
collaboration between WHO and the proposed institut ion, rather than the

usual work of the institution. No details about the activities should be included.

The TOR require prior discussion with the responsib le officer, because they set
the general framework under which the activities of the workplan will be
developed.

Examples of TOR are:
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- "Assisting WHO in the dissemination of information in the field of food safety";
- "To contribute to the implementation to WHO vision 20/20 policy";

- "In agreement with WHO, to provide specialized trai ning courses on blood
transfusion safety".

Workplan

The workplan is the detailed list of concrete activ ities that the proposed
institution will implement if it is designated as a WHO CC. All activities should
fall within the TOR described in the previous part of the form. Each activity
must contribute to the achievement of a WHO task, w ith the role of all
participants clearly described for each activity. O nly specific and concrete
activities that have been discussed and agreed with the responsible officer
should be listed (i.e. the proposed institution’s i  ndependent activities should
not be listed).

For each proposed activity in the workplan, the pro posed institution and the
responsible officer should discuss and provide the required items listed below:

a) Title of the activity: a short, descriptive name th at accurately captures the
essence of the proposed activity.

b) Description: a short description of what the activi ty consists of and, in
particular, what concrete actions will be undertake n.

¢) Responsible person: the name of the scientist or sc  ientists at the proposed
institution who will lead the activity.

d) Expected outcome: the tangible product or service t 0 be delivered (e.g.
a complete technical guideline in printed format or a one-week training
course delivered annually).  Where applicable, the intended attribution of
intellectual property rights should also be mention ed. For example, "The
copyright will be owned by the institution and a li cence will be given to
the WHO as per the Terms and conditions for WHO col laborating centres,
Section 3.1.1" (see section 8 for more details).

e) Benefits and links with WHO's activities: the name  of the WHO programme

concerned and the benefit of the activity to that p rogramme rather than
to public health in general. The link between the W HO CC activity and
WHO's planned activities should be clearly indicate d.

f) Regional benefits: the relevant regions that will u [timately benefit from the
results of this activity.

g) Methods of disseminating the results: how the resul ts will be shared or
published. Where WHO publications, web sites and si milar WHO resources

are listed, dissemination may be subject to additio nal WHO approvals.

h) Funding sources: the detailed and complete list of sources of funding that
will be used for the particular activity, not for t he institution as a whole. All
proposed activities should have an identified sourc e of funding. In some
cases, there may be agreement with the responsible officer that WHO will
be co-contributing — for example, "This activity wi [l be funded by 1) the
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B&M Gates Foundation, 2) regular budget of the inst itution, and 3) WHO".
In such cases, the financial support from WHO wiill be subject to availability

of funds. The funding of the proposed activities is subject to the Terms and
conditions for WHO collaborating centres

i) Dates: a specific timeframe for the implementation of each activity (avoid
generalizations such as “ongoing” or “throughout th e designation period”).

Box 1. Checklist for TOR and workplans

The proposal is concise and avoids self-promotional text.

The TOR and activities do not go beyond the functio nal scope of WHO CCs. For
example, they do not include issuance of a master's degree, participation in WHO
expert advisory panels, establishment of new entiti es, advice to governments of
Member States and issuance of national guidelines.

The proposed TOR are short, one-sentence bullet poi nts. Each point provides a high-
level, broad indication of the area of work for the agreed collaboration without listing
details such as dates or names.

The activities included in the work plan fall withi n the scope set out in the TOR.

All activities are joint activities with WHO. They  are planned with, and tailored for, WHO
and support a task of the WHO technical programme.

Each activity is detailed and specific, with a conc rete deliverable, secured funding
and timeframe.

WHO's involvement in the activities of the workplan (e.g. co-implementing,
coordinating and advising) is mentioned in the acti vity description.

Activities involving publications or intellectual p roperty rights have been discussed with
the responsible officer before the submission of th e designation form, and the
agreement is noted in the form.

10.2 Revisions during the review process for design  ations

At any stage throughout the review process at WHO, a reviewer may return
the proposal, to clarify certain points or to reque st revisions. After either the
responsible officer or the proposed head of the WHO CC has made the
requested changes to the TOR, workplan or other par t of the designation form,
the form will be passed on to the other party for a greement. In this situation,
the other party can either agree with the changes, or can disagree and
make further changes. This process will be repeated until both the responsible
officer and the proposed head of the WHO CC agree t o all the changes that
have been made. Once the designation form has been re-submitted and
sent back to the reviewer, neither the proposed ins titution nor the responsible
officer can make further changes, unless other revi ewers return the form for

additional revisions.
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As with the original form, all changes are processe d through eCC. In each
situation where an action by the proposed head of t he WHO CC is required,
that person will receive an automated e-mail from e CC with instructions, login
name and one-time password.

11. The procedure for redesignation

In cases of successful collaboration, and if warran ted by WHO programme

activities, the responsible officer may propose an extension of the designation
(‘redesignation’) as a WHO CC for 1, 2, 3 or 4 year s. The procedure for
redesignation should be initiated by the responsibl e officer in eCC at least six
months before the expiry date of the original desig nation, to ensure it can be

approved and finalized before that date.

If supported, a proposal for redesignation is initi  ated by the responsible officer

via eCC. Once the responsible officer has initiated the procedure of
designation in eCC, the proposed head of the WHO CC receives an
automatically generated email, asking the instituti on to complete the online

redesignation form in eCC, including revised TOR an d a new workplan for the

future period of collaboration. Details of the web site address, login name
and one-time password are included in the e-mail. V ia the WHO CC portal
web site, the institution logs in to eCC and can ac cess the required form (see

section 14 for instructions on how to use eCC).

Once the online redesignation form has been complet ed and electronically

submitted, it is reviewed by WHO technical staff an d by other relevant WHO
departments. If approved, the Regional Director con cerned informs the
proposed institution by official letter of the rede signation.

The redesignation needs to be approved prior to the expiry date of the
current designation otherwise the centre will be au tomatically discontinued.

Even though a redesignation may be in train, design ation as a WHO CC wiill
cease on the expiry date and, consequently, a redes ignation can no longer

be pursued.

11.1 The redesignation form

The redesignation form has three sections: basic in  formation, TOR and
workplan. The content of each section is briefly ou tlined below.

Basic information

The first section is an abbreviated version of the institutional profile of the
previous designation form; parts of it are automati cally prepopulated by eCC.

Contact information that may have changed since the last designation can
be updated in the form. A designation cannot be tra nsferred to another
department or institution; therefore, only certain fields in the form may be
revised.

Terms of Reference (TOR)
The TOR should be thoroughly discussed with the res  ponsible officer at least six
months before the expiration of the current designa tion . eCC will prepopulate
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the redesignation form with the current TOR. The TO R are expected to remain
stable, although minor changes can be made, if requ ired, to reflect the future
collaboration between the WHO CC and WHO.

Workplan

The workplan requires a thorough discussion with th e responsible officer at
least six months before the expiration of the curre nt designation . Every activity
should relate to the TOR.

For further details about the information required in the TOR and workplan
please refer to 10.1.

11.2 Revisions during the review process for redesignati  ons

At any stage throughout the review process, a revie wer may return the
proposal, to clarify certain points or to request r evisions. After either the
responsible officer or the proposed head of the WHO CC has made the
requested changes to the TOR, workplan or other par t of the redesignation
form, the form will be passed on to the other party for agreement. In this
situation, the other party can either agree with th e changes, or can disagree

and make further changes. This process will be repe ated until both the
responsible officer and the proposed head of the WH O CC agree to all the

changes that have been made. Once the redesignation form has been re-
submitted and sent back to the reviewer, neither th e proposed institution nor
the responsible officer can make further changes, u nless other reviewers

return the form for additional revisions.

As with the original form, all changes are processe d through eCC. In each
situation where an action by the proposed head of t he WHO CC is required,
that person will receive an automated e-mail from e CC with instructions, login
name and one-time password.

The process for redesignation is less complex and h  as fewer steps than the
original designation. However, it may take up to si X months to complete it.
Therefore, it is critical that the head of the WHO CC communicates closely
with the responsible officer throughout the final vy ear of the current
designation, to initiate the redesignation process on time and avoid
inadvertent discontinuation. Submitting a proposal for redesignation does not
guarantee that the redesignation will be approved.

12. Monitoring and annual reporting requirements

The responsible officer concerned bears the main te chnical responsibility for
monitoring the work performed by a WHO CC. The offi cer should periodically
contact the designated institution to review the ac tivities carried out, revise

the workplan if necessary, and ensure the designate d institution can achieve
the agreed results. WHO CCs should contact their re sponsible officer if they
would like to discuss any aspect of the designation , particularly any issue
related to the implementation of the agreed activit ies.
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12.1 Progress reporting by WHO CCs

Once a year, the WHO CC completes an annual report form in eCC on the
progress made in the implementation of the agreed a ctivities over the
previous 12 months.

To alert the institution of the need to file thisr  eport, WHO sends an e-mail to
the e-mail address registered in the WHO CC global database for the head of
the WHO CC. This e-mail provides the address of the WHO CC portal web site,
the login name and the one-time password required t o0 access the form.

The email is sent each year on the anniversary of t he designation. For
example, if a WHO CC was designated on 1 April 2009 , it will receive an e-
mail on 1 April 2010 requesting that the first annu  al report form be completed,
covering the period from April 2009 to April 2010. On the expiry date of their
designation the institution will receive the last r  equest for an annual progress
report. This request may therefore coincide with th e start of a new period of
designation in case of a WHO CC being redesignated.

WHO CCs should submit their annual progress report  form within four weeks of
the anniversary of designation. Only annual progres s report forms submitted
via eCC are accepted (for instructions on how to pr epare and submit annual
progress reports using eCC, please refer to section 14).

Annual progress report forms are used to monitor th e implementation of the
agreed workplan. Detailed technical results should not be reported in this
form. Depending on the nature of the agreed activities, a responsible officer
may ask the institution to submit an additional, mo re technical report directly,
via e-mail or post.

12.2 The annual progress report form

The annual progress report form has three questions and requires:

a) a brief explanation for each activity included in t he workplan about how
the activity was implemented; the outcome and impac t of the activity;
the results of any activity evaluations (if applica ble); and any difficulties
encountered (if applicable).

b) a brief description of visits by or to any WHO staf  f; WHO financial support
to the WHO CC through contractual or technical serv ices agreement; and

any other agreed collaborative activities.

c) a brief description of the nature and outcome of an y collaboration with
other WHO CCs.

The list of activities cannot be edited at this sta ge; thus, if any activity is no
longer relevant, this should be indicated in the re porting.
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13. The role of networks of WHO CCs

In January 2000, the WHO Executive Board urged Memb er States to make full
use of WHO CCs as sources of information, services  and expertise; and to
strengthen their own national capacity for training , research and
collaboration for health development. WHO CCs were encouraged to
develop working relations with other centres and na tional institutions
recognized by WHO, by creating or joining collabora tive networks. Instead of
collaborating with WHO CCs one on one, several WHO technical programme
have also established networks of WHO CCs (see Fig. 6 below).

Fig. 6. Moving from bilateral relationships to netw  orks of WHO CCs

Some of the benefits of collaborative networks incl ude greater global
application and impact of the activities, new syner gies and peer-to-peer
opportunities for WHO CCs, better alignment with WH O programmes, and
improved motivation for leadership opportunities.

Thematic networks of WHO collaborating centres exis t, for example, in the
fields of:

bioethics

communicable diseases

family of international classifications
global foodborne infections

global influenza surveillance

health promotion

health technology assessment
injury and violence prevention
nursing and midwifery development
nutrition

occupational health

radiation emergency medical preparedness and assist ance
tobacco control

traditional medicine.

There have also been region or country-specific eff orts to encourage
networking among WHO CCs.
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In 2006-07, WHO conducted an internal evaluation of its work with WHO
CCs. The evaluation included interviews with instit utions and WHO staff,
and a review of documents. It concluded that succes sful networks of
WHO CCs had the following in common:

- strong leadership from WHO to organize the network;
- preparation of an agreed strategic plan that laid o ut the role and work

expected of each of the designated institutions, an d fostered joint
projects and collaboration between the WHO CCs;

- a strong coordinator from WHO or one of the designa ted institutions,
who was able to sustain the network and keep it act ive;

- an effective and efficient system of communication, including regular
meetings (annually or every two years) where all th e designated
institutions come together to review and update the ir strategic plan,

build solidarity, discuss activities, and renew the  ir commitments to work
together following common strategies;

- a period of collaboration sufficient to develop clo se working
relationships;

- availability of funds (even in limited amounts) fro m WHO or network
members to support the network when required.

More information on existing networks of WHO collab orating centres can be
found on the WHO website
http://www.who.int/collaboratingcentres/networks/en

14. How to use the electronic processing system eCC

Since 1 June 2007, WHO has activated eCC, its globa | electronic processing
system to process designations and redesignations, and to allow WHO CCs to
submit annual progress reports. The system is an on line, paperless environment
that saves time, reduces duplication and allows doc uments to be submitted

directly to the correct person.

Institutions are asked to access eCC when preparing and submitting or
revising the designation or redesignation form; and the annual progress report
forms. Whenever action in eCC is required, the head of the WHO CC 7will
receive an e-mail message from whocc@who.int . The e-mail will provide
information about the outstanding action, the uniqu e CC reference number,
web site address of the WHO CC Portal, username and a one-time password.
Such emails are automatically generated and it is n ot possible to respond to

them directly by e-mail.

7 This section refers to the head of the WHO CC, but it applies equally to the person proposed as head o f
the WHO CC before the designation is approved.
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While any user can access the WHO CC portal at any time to identify any
outstanding actions, the institution will need the email with the username and
one-time password to access the relevant forms. Onc e action has been
taken, the password expires.

TIP: eCC sends the automated emails providing acces s to the online
Q forms to the email address of the head of the WHO C C registered in the

WHO global database (http://www.who.int/whocc). Ins titutions should

therefore immediately inform the responsible office r of any change.

WHO has a dedicated eCC HelpDesk, which users can a ccess to resolve
technical problems with eCC or to retrieve a lost u sername and one-time

password. Users can access the eCC HelpDesk by send ing an e-mail to
ecc_techsupport@who.int. This e-mail should include the CC reference

number (e.g. CAN-78).

For general guidance or any other questions, users should consult the
frequently asked questions (FAQ) at
http://www.who.int/collaboratingcentres/fag/en/ or contact their responsible
officer.

14.1 Preparing and submitting a designation form

This section outlines the steps required for prepar ing and submitting a
designation form in eCC. It is directed at the head of the proposed WHO CC.

Step 1 — You will receive an automatically generated e-ma il from eCC (i.e.
from whocc@who.int) asking you to log in to eCC and complete the online
designation form.

From:  whocc@sho.nt Sent:  Tue 2010-05-25 14:05
To: Jim. Sampleljohnsmith. edu
Ce: WHOCC

Subject: 'WHO - Proposal to designate your institution, DEN-63, Sample University, Sample City, as a WHO Collaborating Centre

Dear Jim Smith, -
This email has autowatically been sent to you by reguest of MILL, Francis Jim, who works at the World Health Organization.
You are invited to complete the Designation Form that you can find in the following link:

Link to the WHO collsborating centres portal: <http://apps.who.int/whoce/Portal.aspx>
Enter your reference nwrber: DEN-63

You will use the following credentials to login into the system:

Username: Jim. Sanple@johnsmith. edu

Password: TOB10DT7L

Before exiting, please go to the last section of the form to submit it to WHO.
Once the form is submitted, you will receive an acknowledgement email.
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Step 2 — Click on the link provided in the e-mail to acce ss the WHO CC portal
web site (http://www.who.int/whocc) . Select the reference number for your
centre in the drop-down menu (e.g. DEN-63), and cli ck on the "View Report"
button. The work list will indicate the action to b e taken. Click on the link
provided to open the designation form.

{@‘g World Health WHO Coliaborating Centres

£% Organization Global database

Search

WHO Collaborating Centres Portal

This portal is only to be used by institutions which are currently a W itutions for which a WHO Department has put forward a proposal for
designation and are currently under consideration. Username and p. s

elect your
Two actions are possible by using this portal: reference

1. Submission of the re/designation form at the occasion of the origi

2. Submission of annual progress reparts, once a year at the annive) number from the
Instructions drop_down menu

...click on "View

1, Enter the reference number of your WHO collaborating centre an (eg DEN-G3)_ Report"...
2. Check whether you have indeed selected the correct WHO callab
3. Act on any outstanding action in your worklist {i.e. completing a ri . as appropriate). \
Enter your reference number then click Wiew Report IDEN _'I |63 _'I ‘ View Report

WHO Collaborating Centre Portal for Contact Persons

1) The selected institution is the: (DEN-63 )

Institution:  hiyf
ctyandcourtry. wy ...check the
Tile worklist for  Juroas

your
outstanding
actions...

WHD Responsible Officer. CH

Email of Center Contact:  fi
...and click on the
link to start
completing the
designation form.

Expiry Date as WHO CC: N

2) Find in the Worklist any action that ma equired of the selected institution.

You are kindly invited to cormplete a designation form that will allow your YWHO responsible officer to - Click here to cormple
put forward the proposed designation of your (part of the) institution as a YWWHO collaborating centre.  and submit the form.
Kindly note that before completing this form, you need to discuss with your WHO responsible officer

the terms of reference (part 3) and actiities (part 4)

This page is intended for use only by WWHO Caollaborating Centre Contact Persons andfor Directars

Any other use is strictly prohibited HELP? Click Here

Monday, January 18, 2011 Page (1/1)

Copyright World Health Organization (WHO

Step 3 — To protect the designation form from unauthorize d access, the form
can only be opened with the username and one-time p assword provided in
the e-mail (see Step 1). Enter your username and pa ssword and click "Log In".

—= Enter your username
Authentication and password and
click on "Log In"

Username: " {o/

Password: |
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Step 4 — To complete the online designation form, you can ty pe text directly
into the form, or copy and paste the information. T he designation form does

not need to be completed in a single session, you ¢ an save it by clicking the
"Save" button in the lower right corner of the scre en. To move from one
section of the form to the next, click on the tabs, or scroll to the bottom of the
page and click the button marked "Click here to go to Part 2".

¢7BXY, World Health

%2 Organization

Designation Form
The completion and submizzion of thiz designation form by the proposed institution doss not guarantse that this propesal
will be ap ed, and approval dess not depend on the WHO department propesing the designation. Once submitted, this
docum be revi d by several servi within WHO and the relevant Member State will be conzulted. Thiz process
v t = s. If approved by the Directer-General of WHQ, thiz dezignation form will become a contract
i desi d inatitution and YWHO.

Detailed instructions on how to complete this designation form can be found here.

Irvstitut Enter of copy and vant dey
Murd paste text here... dG

City

...click on the tabs to
move to the other
sections...

“ictaria

...and click "Save"
to save your
information in the

L form.

In the workplan section of the designation form, yo u can add activities by
selecting "Add a new activity" and completing the r elevant fields in the form.
When finished, click the "Add" button once. After a couple of seconds, the
form fields become blank and the activity is added to the activities overview

list below. You can now add another activity. To re view added activities, use
the "Print Preview" button in the top right corner to print a pdf.

An activity (but not its title) can be revised afte r it has been added. Select

"Modify an activity" and then choose the activity t 0 be modified from the
drop-down list of activity titles. The information previously saved will appear in
the fields in the form and can be edited as require d. Afterwards, always click
on the “Modify” button, even if no changes have bee n made. After a couple
of seconds, the fields will again become blank, and the modified activity has
been saved.
An activity can be deleted by selecting "Delete an activity" and then
selecting the relevant activity from the drop-down list of activity titles. The
information previously saved will now fill the fiel  ds in the form below. Click on
the "Delete" button; after a couple of seconds, the fields become blank and
the activity has been removed from the activities o verview list.

TIP: Activities are numbered consecutively as they are added. If you
Q delete an activity, the remaining activities are no t renumbered. Thus, if

you have added activities to the workplan and then deleted them, the

activity numbers will not be consecutive; thisisn ot a problem.
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1 - Inboduction | 2 - Ingtitutional Profile 3 - Terms OF Reference I 4- \.Ih;l[kplan“ 5 -Walidation / Submiszion

Part 4 - Proposed Workplan

This =ection reguires detailed information about the proposed workplan and the =pecific activities that the propozed institution

will perform as a WHO collaberating centre if designated. The workplan iz an agreement between the proposed instiution
and WHO. If designated, the inatitution i= responsible fer implementing the activities, enzsuring that sufficient funds are
available to implement the activitiee and delivering resuftz on time.

i

For information en how to fill in thiz 2ection, pleaze click on the link jathedataiadinaieusi
Nete: if an activity iz deleted from this list, the original activity num SeIECt YUUf aCtIOn (e-g- ce
that has been made uzing thoze numbers. Therefore, in the final ¥ "Add a new actiVity")

Step 1: Choose an action to perform. Activity actions
% fdd a new activity

IMaxi I f Activities=25 ] L
(Maximum number o ivities=25) o Wilify v

' Delete an achivity

Activity Details

Step 2: In the Activity Title field, type a short, descriptive name for the activity, but do not number it.
Activity Title

Step 3: Complete the Activity Details section.

Responsible person

....complete the activity
Bention details in the fields

Expected outcomes Benefitz and links with WHO activities

Regional bensfitz (if applicable, one or more regions bensfiting
from thiz activity}

i Methods of dizzeminating resultz (if applicable)
[T Mat applicable

[ &sia [ Morth &merica

I Central and South America I South Pactic

O Europe [ Sub-Saharan Africa
[™ Middle East and Morth Africa

Activity funding sources Achivity dates

-

...click the "Add"
button...

Step 4: Click the Add button.

Note After you click the butten, eCC blanks cut the Activity Details =ection whils
updating the application. Wait until the Activities 2 g =
refreshed and then verify vour work in the At ...and Verlfy that the aCtIVIty

Step 5 Verify that the work plan activities are correct. has been added in the
Activities Overview Act“"ty Overview

# 4 Page1of1

Ma. Activity Title

1 |F'rovide azsiztahice toWHO for praduction of guidelines and publications
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Step 5 - Once you have completed the form, go to the last tab of the online
designation form "5 - Validation / Submission" and click on the "Submit Form"
button.

Y

TIP: When the form is complete, before submitting it, click the button
"Print Preview" at the top right of the form. This  will create a PDF file that
can be printed or saved for future records. Once su bmitted, the form
cannot be retrieved.

77, World Health

<%/¥ Organization

N

Designation Form

The completion and =ubmiszion of thiz designation form by the preposed institution does not guarantee that this propozal
will be approved, and approval does not depend on the WHO department preposing the designation. Once submitted, this
document will be reviewed by 2everal services within WHO and the relevant Member Stats will be consulted. Thiz process

may take several monthe. If approved by the Director-General of WHO, this designation form will become a contract
between th

When you are ready to submit, go

PR to the "Validation/Submission™ tab...

Inztitution M arne M

...click here to

John Smith University School of Public Health prin‘t a copy for
Cit, Titl

Y e your own
Exarnple City wHO Collabarating Centre for Health

records...

1 -Introduction 2 - Institutional Profile 3 - Terms Of Reference . 4 - Woarkplan : 5 - Validation / Submission

Part 5 - Validation/Submission

The Designation Fprm'has been cdrre_c\tLl,J_fiIIe,i_}'W 'tr@r‘r ni:w submit it to the WHO responsib!_e _o'F_Fi_'c_:eI :

Befare subrmitting, please verify that the fom i duly completed. Yau may wish ta check that all the informatian is correct by
clicking the “Print Presiew button, You can also save a copy of the form for pour recards.

Please note that once submitted, the form cannot be retrieved thereafter.

...view and agree to the
Terms and Conditions by
ticking the box and click on

[ | agiee with the follawing :Maﬂ%ﬁﬁ@%@ﬁ@%] the "Submit Form" button.

TIP: If you receive an error message that there ar e unfinished activities

in the workplan section, and the form cannot be sub mitted, this error
Q indicates that there is an activity in the workplan that has not been
added, modified or deleted by clicking the respecti ve button. Return to
the workplan tab and click the "Add", "Modify" or " Delete" button.
Step 6 - You will receive an automated e-mail from whocc@w ho.int to
confirm that the form has been received by WHO. The subject line will read:

“WHO Successful Submission”.
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14.2 Preparing and submitting an annual progress re port form

This section outlines the steps required for prepar  ing and submitting an annual
progress report in eCC. The instructions are direct ed at the head of the WHO
CC.

Step 1 — On the anniversary of the designation, you will receive an
automatically generated e-mail from eCC (whocc@who. int). The e-mail will
alert you that an annual progress report form is du e.

Step 2 — Click on the link provided in the e-mail to acce ss the online WHO CC
portal web site (http://www.who.int/whocc) . Select the reference number of
the WHO CC in the drop-down menu (e.g. UNK-3) and ¢ lick on the "View
Report" button. The work list will show the action to be taken. Click on the link
provided to open the annual progress report form.

Step 3 — To protect the designation form from unauthorize d access, the form
can only be accessed with the username and one-time password provided in
the e-mail (see Step 1).

Step 4 — To complete, text can be entered directly or cop ied and pasted into
the form. The reporting period (e.g. 7/2007 to 7/20 08) is indicated at the top
of the form. You must complete the annual progress report form in one session;
the form cannot be saved. Click the "Submit" button to submit the form.
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Step 5 — You will receive an automated e-mail from whocc@w ho.int to
confirm that the form has been received. The subjec t line will read: "WHO
Successful Submission” and a PDF of the submitted r  eport will be attached.
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14.3 Preparing and submitting a redesignation form

While the redesignation form requires less informat  ion than the designation
form, the steps for completion and submission of a redesignation form in eCC
are generally the same as for a designation form (s ee section 14.1). In the
redesignation form, the TOR section is prepopulated with the TOR from the
current period of designation. It can be edited to introduce minor changes if
required.

15. The WHO CC global database

The WHO CC global database (http://www.who.int/whoc c/) is the official
source of information on all WHO CCs worldwide and accessible through the
Internet.

All users can search the database in a humber of wa ys, and can combine

different search criteria (see Fig. 7 below). Fore  xample, users can search by:

- reference number assigned to each WHO CC (e.g. CHN- 62)

- official title;

- name of the head of the WHO CC, WHO responsible off icer, technical
counterpart or institution;

- geographic location (e.g. city, country or region);

- organization-wide expected results s (OWER);

- subject, type of activity, or key words;

- status, date of designation or expiry.

Fig. 7. How to search in the WHO CC global database

8 OWER are what the WHO Secretariat, as a whole, is ~ committed to achieve, as stated in the WHO
Medium-Term Strategic Plan and related programme bu dgets. Further details are given in the glossary.
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The entry for each WHO CC in the database includes the following
information (see Fig. 8 below):

reference number;

initiator of the designation (WHO Headquarters or R egion code);

title of the WHO CC;

name of the head of the WHO CC (who may or may not be the same as
the director of the institution);

name and contact details of the institution;

date of original designation, date of last redesign ation (if any) and date of
expiry of current designation;

TOR of the WHO CC,;

areas of work of the WHO CC,;

types of activity of the WHO CC;

reference to WHO's OWER;

name and contact information for the responsible of ficer (and sometimes
also a colleague of the responsible officer);
name and contact information for the technical coun terpart.

Fig. 8. Example of details provided about a WHO CC in the WHO CC global database
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16. Support and resources for WHO CCs

The WHO responsible officer is the person to contac  tif help is needed.

The responsible officer will be able to provide adv ice on any issue regarding
the implementation of the workplan and the relation ship with WHO. In
addition, the responsible officer can direct any qu estions or request (e.g.

request for authorization for the use of the WHO na me and emblem) to the
relevant focal point.

For technological problems with eCC, users should ¢ ontact the eCC HelpDesk

at WHO by sending an e-mail to ecc_techsupport@who. int. The e-mail should
include the CC reference number (e.g. CAN-78) and d escribe the problem.
Further information for WHO CCs can be found on the WHO web site at
http://www.who.int/collaboratingcentres/information /len/ . This web page
includes:

the most updated version of this guide;

the Quick reference guide for WHO CC  s;

a comprehensive list of frequently asked questions (FAQ) by WHO CCs
about eCC;

the Regulations for study and scientific groups, collab orating institutions
and other mechanisms of collaboration X

the Terms and conditions for WHO collaborating centres.
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Glossary

eCC is WHO's electronic processing system for processi ng designations,
redesignations and annual reports of WHO CCs. The s ystem saves time,
reduces duplication and allows documents to be subm itted directly to the
correct person.

Head of the WHO CC is the staff member of the designated institution who

acts as the main focal point for the collaboration with WHO, in particular for
communicating with the WHO responsible officer and for overseeing the
implementation of the workplan. The head of the WHO CC is not necessarily
the head of the designated institution (e.g. the he ad can be a leading

scientists within the designated unit or department ). In this guide, before a
designation or redesignation has been approved, thi s staff member is also

referred to as the head of the proposed WHO CC

Organization-wide expected results (OWER)  are what the WHO Secretariat, as

a whole, is committed to achieve, as stated in the WHO Medium-Term
Strategic Plan and related programme budgets. These results are a desired
outcome of the work of the Secretariat, in terms of change or achievement,

over a medium-term period.

Proposed institution refers to the unit, division, department or other part of a
formally recognized entity (e.g. university, resear ch institute, hospital,
academy or ministry) that is proposed by a WHO resp onsible officer as a WHO
CC. After approval of designation or redesignation, the proposed institution

becomes the designated institution.

Regional Director (RD) is the head of a WHO Regional Office.

Responsible officer is the WHO staff member (located either in WHO
headquarters or any of the six regional offices) wh o initiates the designation or
redesignation, and acts as the main focal point for coordinating the work with
the WHO CC and overseeing the implementation of the workplan. In all cases,
this is the first person a WHO CC should contact fo  r advice and guidance.

Technical counterpart is a WHO staff member working in the same technica I

subject area as the responsible officer but in a di fferent geographical
location (headquarters or regions). Each time an in stitution is proposed for
designation or redesignation, technical counterpart s are called upon to
provide comments or recommendations on the proposal S.
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Appendix A

This form is not to be sent to WHO. Rather, itist o be used as a reference as
mentioned in section 7.2 of this Guide.
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