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I. Signing Mandates of the SEE Health Network Governing Organs and Administration
	No
	SEEHN Governing body
	Mandate to sign
	Clearance by:



	1. 
	All SEE Minister of Health
	1. SEEHN MoUs and their Addenda

2. SEEHN Pledges

3. Any other strategic long-term documents
	· Current President of the SEEHN

· Current Chair of the SEEHN Ex Com

· Head, SEEHN Secretariat

	4. 
	“Troika” Presidency
	1. First Announcement for Ministerial Forums

2. Any SEEHN Decision of utmost importance as per decisio0n of the current Presidency based on a proposal of the SEEHN Ex Com and Secretariat
	· Current President of the SEEHN

· Current Chair of the SEEHN Ex Com

· Head, SEEHN Secretariat

	3. 
	Current Presidency
	1. Invitation letter for a Ministerial Forum;

2. Invitation letter for an ad-hoc Ministerial event;

3. Invitation letter for a regular SEEHN Plenary meeting;

4. SEEHN Financial report for the past year;

5. SEEHN Financial Plan for the next year;

6. SEEHN Decisions on important technical issues;

7. Permanent staff contracts;

8. Any other as per suggestion of the SEEHN Ex Com and Secretariat.
	· Current Chair of the SEEHN Ex Com;

· SEE RHDC Director in case of decisions on technical matters;

· Head, SEEHN Secretariat;

· FO, SEEHN Secretariat

	4. 
	Chair Ex Com
	1. Decisions of the SEEHN Ex Com of any nature;

2. Letters to the SEEHN NHCs;

3. Letters to the SEEHN Directors of RHDCs;

4. Letters to the SEEHN partners;

5. Letters to the various SEEHN Working Groups Chairs and members;

6. Any other.
	· SEEHN Ex Com members;

· Head, SEEHN Secretariat


	No
	SEEHN Governing body
	Mandate to sign
	Clearance 

	5. 
	Head, SEEHN Secretariat
	1. All financial documents of the SEEHN Secretariat as per approved Financial plan;

2. Letters to the SEE MoH related to their yearly financial contributions;

3. Letters to the SEE NHCs related to the implementation of ongoing activities as per approved yearly plans and Road maps of the respective Presidency;

4. Letters to the SEE RHDCs Directors related to the implementation of ongoing activities as per their approved yearly plans and Road maps of the respective Presidency;

5. Letters to the SEE Partners related to the implementation of ongoing activities as per approved yearly plans and Road maps of the respective Presidency and signed MoUs;

6. Sign all required legal documents in the capacity of a Legal signatory of the registered legal entity in Macedonia including but not limited to: Annual Financial Statement, Employment and Consultant and Service Contracts; 

7. Any other.
	· FO, SEEHN Secretariat

· TO, SEEHN Secretariat

· Chair, SEEHN Working Groups 



	6. 
	SEEHN Secretariat staff members
	1. Only who and when authorized to substitute the Head of the Secretariat
	· FO, SEEHN Secretariat

· TO, SEEHN Secretariat

· Chair, SEEHN Working Groups 

	7. 
	SEEHN Directors of RHDCs
	1. Letters and any other communications to the respective National Focal Points of the SEEHN MSs as officially appointed by the respective MoH;

2. Letters and any other communications to the respective partners and when fund-raising for the technical area of their responsibilities
	· Chair, SEEHN Ex Com;

· Head, SEEHN Secretariat;

· FO, SEEHN Secretariat in the cases of fund raising;

· TO, SEEHN Secretariat in the cases of fund raising;

	8. 
	SEEHN, Chair of Technical Working Groups
	3. Letters and any other communications to the respective National Focal Points of the SEEHN MSs as officially appointed by the respective MoH;
	· Chair, SEEHN Ex Com;

· Head, SEEHN Secretariat;

· TO, SEEHN Secretariat




II.  Meetings rules/procedures

Introduction

This section of the Meetings Handbook contains detailed background to the various steps to be considered and taken in arranging technical meetings. It also contains samples of various documents used in connection with meetings.

Meeting sites are chosen by programme managers based on any direct approach made by a Member State or an institute to hold the meeting in a particular location or because a country has a special interest in the subject of the meeting.

Meetings to be organized in a site outside the European Region must be approved by the Director.

There are normally three different ways for to organize a meeting:

1. A Member State is asked to host the meeting. In this case they normally provide certain services/facilities (meeting room, access to photocopiers, etc.). Host governments do not receive any payment for these agreed services/facilities.

2. A local institution is requested to assist in some of the local arrangements and an Agreement for Performance of Work (APW) is raised detailing these contractual arrangements.

3. SEEHN organizes the meeting entirely with no ‘partner’.

In addition, outside bodies may put in a request to SEEHN to organize a meeting jointly.

Conferences and ministerial level meetings

Health Ministerial Fora ( once in five years) and any other specific Health Ministerial Conferences
Purpose

Conferences are convened to support the major policies of SEEHN. They are considered to be Office activities. Conferences should provide the opportunity to “round up” a series of activities in the field which have developed over the previous years, providing a spring-board for practical application of the knowledge gained.

The timing of the decision to hold a conference is important. A conference normally requires a minimum two-year lead-time. It should therefore be planned well in advance and be included in the Programme Budget. Exceptions are when the SEEHN needs to react quickly to current events, to topical matters or to opportunities to influence change.

Many individual activities of the Office should lead up to a conference and follow-up activities should be included in the Programme Budget for the subsequent biennium. Conferences are often closely linked to Action Plan and Collaborative Agreements with Member States. Since conferences are designed to support the major policies of the Secretariat, the complete package must be incorporated in the Secretariats overall planning process. 
Human resource planning

Realistic human resource planning for implementation of the Conference should be made and relevant in-house units involved at an early stage. In view of the heavy involvement of staff in conferences, directors and regional advisers should ensure that their other activities are curtailed or implemented in such a way as to lead directly into the conference. If the subject is of concern to a headquarters programme, planning must be coordinated with the responsible technical officer of that programme. The unit workload and conference documentation must be planned realistically in terms of human resources available not only within the unit, e.g. support staff, but also in the Secretariats Office as a whole. As a rule, only two conferences will be planned per biennium.Legally the Director is ex-officio Secretary to any conference held with the approval of Member States (i.e. specified in the Programme Budget).

The focal person for the technical content of the meeting is the Technical Officer.A nominated staff member is responsible for the overall coordination of the administrative and financial aspects of the conference (Administrative and/or Financial Officers) .

Administration, secretariat representatives should be/are involved with the planning of all logistics for the meeting, which includes pre-conference visits to identify suitable conference sites, supplies, transport of both staff and equipment needed at the meeting, as well as technical advice on all audio and visual displays.

Public Relations representative (if present) works closely with the secretariat representatives to involve the media before, during and after the event. PR is also responsible for the production and dissemination of the necessary pre- and post-conference publicity material, collaborating closely with the Secretariat staff, in ensuring that the quality of all documentation relating to the conference is of the required standard.The early involvement of Finance Officer is also essential in preparing for the conference as well as during the whole process.

Conferences are held in English. All Member States are invited to nominate one or two participants at their own expense (with a few exceptions).

Preliminary planning and funding

A detailed plan should be drawn up and updated regularly with a final plan in place 6 months prior to the meeting.

Sample plan

1. Organizational arrangements:

· consultation on organization

· development of operational procedures

· confirmation of arrangements

· periodic review of effectiveness

· every six months

 2. Conference programme

· programme consultation

· preliminary decision on programme structure

· second draft provisional scope and purpose

· preparation of case studies and background papers 

· review of provisional programme structure

· revise scope and purpose

· final decision on programme

· preparation of secretariat paper

· selection of conference responsible officers

 3. Financial management

· preliminary estimate of financial requirements

· preliminary agreement on funding arrangements

· agreement on financial administration arrangements

· periodic financial review

· quarterly

 4. Background papers

· selection of issue areas

· completion of drafts

· review and feedback

· completion of papers

· typing, reproduction, distribution

 5. Case studies

· selection of case study topics

· search for possible studies

· completion of drafts

· review and feedback

· completion of case-studies

· typing, reproduction, distribution

 6. Preparatory events

· agreement on aims, content, organizational arrangements

· provisional scope and purpose

· provisional programme

· selection of participants

· convening of symposium

· completion of report

· distribution

7. Conference arrangements (details to be completed)

· travel and subsistence allowance

· hotel

· conference facilities

· secretarial and administrative support

· interpreters

· press coverage

· conference secretariat and office equipment

 8. Publicity (details to be completed)

· preparation of publicity plan

· circulation to journals etc.

· search for press opportunities

 9. Follow-up
· conference report

· conference documentation

· evaluation

· follow-up events

· network maintenance

Task force

The preparation of a conference is supported by an in-house task force which meets every three months (more often if needed). The Task Force monitors progress according to the plan, revises deadlines and ensures that all aspects, technical and administrative, are supported and coordinated. It comprises:

· A representative from the SEEHN's Executive Comitee (Chairperson  or nominated person by EX COM)

· Representative from the Presidency

· Director, Administration and Finance

· Technical Officer 

· A representative from each country (National Focal Point) 
· Key staff involved with recently held conferences are co-opted (from the previous Presidency)

· Other relevant representatives from Partner Organizations
· Representative from Press and Media Relations (PR),

The Director attends the first meeting of the task force. Director (D) or director’srepresentative (Technical Officer,keeps the D informed after each subsequent meeting).

Although not all the members of the task force attend the conference they are nevertheless responsible for meeting after the conference to evaluate it and follow up any necessary points.

Preliminary visit

The nominated staff member from Administration and the Technical Officer, meet the host government's representative(s) at the site of the meeting. The minimum number of rooms required are one main conference room and an adequate number of rooms for the report team, secretariat staff needs, as well as rooms for envisaged group discussions, and steering and Executive Comitee briefings. 

Meeting Plan

The purpose of the action memorandum is:

· to instigate detailed planning including costing;

· to make a checklist of items requiring assistance from other Administrative/Supplies Support Agencies, ,Press and Media Relations (PMR), Languages /Editors/ Publications ;
· to plan the type of product or report envisaged;

· to earmark the necessary funds (this is done when the Actiona Plan is drafted).

Budget

A realistic budget should be established at the beginning of the planning process and detailed in the Action Plan. It should be possible to raise a large proportion of the funds from extra-budgetary sources to cover the cost of conferences (Partner Organizations etc). Confirmation of funding must be made prior to the planning of the first preparatory activities. A phased budget must be agreed upon by the Task Force and the Ex Com at least one year in advance indicating which items can be undertaken/implemented from funds available (Regular budget and other sources) and which items will be phased in as and when other funds become available. The funds required for the conference should be in the bank at least six months prior to the starting date.

No firm commitment to any outside body or person will be made until the proposed conference budget has been reviewed by the Director.

The financial officer is responsible for carefully monitoring and reporting on financial matters to the Task Force.

Scope and purpose

The scope and purpose of the conference should be defined at the earliest stage, although they may be adjusted later (depending on how early the plan is drawn up).

Programme

The meeting's technical content should be well defined at the outset, but its general structure and content should remain flexible to allow for opportunities and contingencies. Experience has shown that work groups are more useful at conferences than speeches and/or panel discussions. The programme should not be overcrowded. A break should be arranged in the middle of the conference to enable the participants to meet and have informal discussions.

Office bearers

The rapporteur should be designated at the outset and closely involved with the preparations throughout.

For key positions in the conference such as chairperson, discussion leaders, facilitators etc., it is crucial that suitably qualified persons are identified.

Media coverage

Strategy for media coverage should be planned by the host government in consultation with PR to publicize the event by, for example, involving the local media or arranging displays or show-and-tell activities, exhibitions etc. National organizations that could contribute with funding, staff or other resources should also be involved.

Invitation letters

Host government

If a conference is jointly organized by the SEEHN and the government of or an institution in a Member State (The Presidency), a delineation of responsibilities and tasks should be drawn up at the outset. This should include the nomination by the host government of at least two people, one administrative and one technical.

It is important that the host government gives a high political profile to the meeting, e.g. the relevant Minister could draw attention to the topic through issuing policy statements.

Equally important is regular contact between the Director and the top people involved in the host country and continuous feedback to the responsible programme manager and technical persosn from both the host government and the SEEHN Secretariat. Invitations to participants

All Member States are invited to nominate participants to attend conferences as representatives of their government. The invitations are addressed to the minister of health (and/or other ministers as appropriate, e.g. ministers of the environment, education.).

SEEHN temporary advisers and/or consultants are recruited by SEEHN Ex Comin their personal capacity as experts to contribute to maintaining a high technical level of discussion. Temporary Advisers must sign the Declaration of interests form where applicable.

Relevant intergovernmental and nongovernmental organizations should be invited to designate representatives. The host government is also invited to designate observers.

Joint conferences with other organizations

The preliminary and detailed planning of conferences with other organizations is the same as for SEEHN conferences. The Secretariat of the SEEHN should be informed of proposals by copy of correspondence to the Ex Com.

The Director of the SEEHN will review the budgetary provisions and clear action that would commit SEEHN and the Partner Organziation, financially or in any other way. Any agreement for a contribution to a conference not organized by SEEHN should be entered into only on the following conditions:

a. That a conference budget has been received from the organizers and reviewed by the Executive Comitee to ensure that the contribution is a reasonable proportion of the total budget;

b. That the conference organizer has agreed to provide a statement of income and expenditure when it is over.

Planning for the conference should clearly specify which organization will host it, which will issue invitations and which expenses each organization will meet. These arrangements will normally be agreed in writing and confirmed by both organizations.

What type of product/report?

· a summary in English; 

· a summary plus publication of the report of the conference or co-publication of proceedings.
In addition to one of the two above alternatives, there may be other types of products.

In-house services can provide the following:

1. They can edit summaries, and place them on the web site.

2. They can include on the SEEHN bibliographic database and place in the web documentation bank a corporate-priority report. Funding, producing and placing such reports on the web site are the responsibility of Secretariat and the PR and IT- communication team if available), also can advise on freelance (contracted) editors, and proofreaders.
3. If recommended by the Ex Committee and approved by the Director, a report may be produced as a SEEHN high-corporate-priority publication. For such publications, after the editing and proofreading the communication team places them on the web site.

Conference summary

A short and interesting summary of the conference should be written to appear on the Web within two weeks days of the conference. It should be no longer than 350 words.

Products/reports

Conference report or proceedings

If the SEEHN Secretariat produces a conference report, the preliminary pages must include the code, the summary, which serves as the abstract, and an accurate contents list.

The report must be finalized within 6 months of the conference. The Secretariat must find an editor and co-publisher for the proceedings, and if funds are needed for production, allocate them in the planning for the conference. 

Other types of products (plan of action, declaration, resolution, policy document, awards, leaflet, video). These are produced by the Secretariat as well.

Declarations or other formal statements are usually produced in English for the conference. The IT of the Secretariat places such statements on the web site, and creates a link to the programme site.

During the conference

Opening session

The Task Force prepares a proposal for the opening session and the organization of the main meeting room and submits it in advance to the Director (including, the nomination and election of the chairperson, vice-chairperson(s) and rapporteur(s)).

The Secretariat is responsible for ensuring that all administrative arrangements are carried out, including appropriate protocol arrangements, place table tags, badges, flags, etc., and coordination of these matters with the Director, Administration, finance and Conference responsible teams and local organizers, as appropriate.

Steering group

The steering group comprises: Director or the chairperson, all SEEHN Secretariat staff directly involved in the conference, facilitators of group discussions, rapporteur(s), chairperson(s), focal people from the host government and other key individuals as appropriate. The group meets the day before the start of the conference and each subsequent morning and/or evening to ensure that all aspects of the conference run smoothly.

Conference deliberations

The Director is present throughout the conference.

All plenary sessions should be attended throughout by either the Director or the chair person.

After the conference

Evaluation and follow-up

The Task Force is convened after the conference to evaluate it. The Conference Evaluation form will be available completed and minutes of the Task Force meeting made.

Letters of thanks are sent to host authorities and participants.

The rapporteur(s) should write the summary and report.

The Director and National Focal Points, assisted by the SEEHN nominated staff member (focal point), should draft a plan of action for follow-up after the meeting.

SEE Health Network yearly Plenary Assemblies and Executive Committee meetings
Agenda and documents

The process of setting the agenda of a Plenary Assemblie session usually begins at the meeting of the Executive Committee (ExC) in November the previous year. Successive drafts of working papers are reviewed by the ExC at its meetings in March and May, often preceded or accompanied by consultation with Member States. This means that documents often can only be finalized after the May Ex Com meeting, and it is the Ex Com and the Member States that drive the timelines to be followed by the staff responsible for the papers. 
Document categories

Working papers for the Plenary Assemblie (PA) (and successive drafts for the various ExC sessions) include the following (see table):

· Type

· Definition

· Length (words)

· Language
· Working document

· Presents essential information for consideration of each agenda item

· Draft resolution

· Sets out action to be taken by Member States and Director
· Decision

· Information document

· A document specifically intended to provide supporting information for governing bodies’ working documents

· Background document

· Outcome documents

Contains further background information, intended for a wider audience than the governing bodies alone.
Process and timeline

Producing quality documents in time for meetings of the governing bodies is a priority task for the SEEHN and involves a wide range of staff. Realistic planning and clear communication among the different players are essential.

After drawing up the agenda for each session of the Ex Com and the PA, the SEEHN, under the direction of the Director (D), prepares a detailed documentation plan, preferably before the end of the year, for the following year. This is communicated to the authors of the documents and their directors, setting length limits and deadlines. In order for good-quality documentation to be made available to Member States on time, it is vital that authors of the documents and their directors comply with the length limits and deadlines set. As changes in the PA agenda do, however, occur from time to time and the required papers for the Ex Com also change as a consequence, the documentation plan needs to be updated on a regular basis and SEEHN Secretariat informed as soon as possible.

After receiving the draft documents, SEEHN Secretariat submits them to the Director for clearance. Once D’s clearance has been received, SEEHN forwards the documents to the editor/proofreading. Production is carried out by a team of Secretariat of SEEHN who have limited in-house capacity and also deal with a wide range of other documents (e.g. letters and presentations, regular web features, press releases, fact sheets). Documents are made available to Member States and participants on the SEEHN website or, on the password-protected website.

Successful production of PA documentation involves a large number of players over a lengthy period in an iterative process. This means that careful coordination, planning and exchange of information is vital for a successful outcome. EX Com has the overall responsibility for this, with all parties involved playing their part in accordance with the deadlines set in the latest available documentation plan and complying with agreed document lengths.

According to the rules of procedure, working papers for the Ex Comitee shall be sent out at least three weeks before the meeting. Documents for the PA shall be made available no later than six weeks before the session. Initial versions of working papers will be watermarked “ADVANCE COPY”, thus allowing for minor editorial changes to be made following feedback from editors. At the upload date, this watermark will be removed.   

In order to manage the amount of documents required, deadlines for the following stages of the process are set each year in the following way:

Events:
Deadlines for:

1. Submission to Director: one month prir to the date of the event;
2. Receipt in SEEHN Secretariat: 25 days prior to the date of the event;
3. Upload: 15 days prior to the day of the event;
4. Plenary Assembly: 
a. 4 weeks prior to the end of the calendar year
5. Executive Committee meeting:

a. 3 weeks prior to the date of the respective Assembly, and
b. 1 week prior to to the date of the respective Assembly.
Effective SEEHN Plenary Assembly documentation

In order for good-quality PA documentation to be made available to Member States on time, the SEEHN Secretariat and the Host government unit, under the direction of the Director (D), needs to:

1. Draw up a detailed documentation plan for each session of the SEEHN Plenary Assembly (Excel spreadsheet) as early as possible but in any case before the end of the year for the following year;

2. Ensure that authors of the documents and Directors comply with the length limits, formal requirements and deadlines set;

3. Communicate any changes to the agreed documentation plan soonest and amend and circulate the plan accordingly.

Decision

Information document

Background document

If a working document or draft resolution/decision is unplanned, late or longer than originally planned, the Secretariat may not be able to handle the work in house (unless the total number of pages in the documentation plan remains unchanged). In such cases, the work will need to be outsourced for editing, translation, layout and proofreading by contracted Editor/Proofreader using the additional funds centrally allocated for this purpose. As quality control rests with Secretaroat, few more days per document need to be allowed for this.

Invitations and list of participants

In accordance with the rules of procedure, invitations, together with the provisional agenda and "Guide for Participants" (Information Circular), are despatched not more than six months and not less than six weeks prior to the opening of a session.

Representatives, alternates and advisers: a letter is drafted for the Director’s signature to governments of all Member States in the Region, convening the meeting, and inviting them to send a delegation who will represent their government. The delegation normally consists of two Representatives, Alternates and/or Advisers. The delegation is listed on the List of participants and with the subheadings: representative, alternate and adviser.

In accordance with the resolution on reimbursement of travel expenses for attendance at regional committees, only Member States and Associate Partners classified as least developed countries may, upon request, be entitled to reimbursement of travel expenses of one representative. The maximum reimbursement is restricted to the equivalent of one economy or tourist return air ticket from the capital city of the Member State to the session venue.

Other representatives: The Director invites nongovernmental organizations in official relations with SEEHN and intergovernmental organizations and Partners, such as the European Commission, the Council of Europe, etc. to send representatives. Depending on the topics of the Regional Committee, the SEEHN Director may decide to invite other regional intergovernmental organizations. The Director- invites the WHO and other Specialized Agencies of the United Nations to send representatives. These persons are listed in the List of participants under the headings Representatives of the United Nations and related organizations; Representatives of other intergovernmental organizations; and Representatives of nongovernmental organizations in official relations with SEEHN.

Observers: are listed in the List of participants under the headings: Observers from Member States of other regions; Observers from Member States of the Economic Commission of Europe; Observers from Non-Member States. If appropriate, selected associations or institutions which have regular collaboration with the SEEHN may be invited to send observers. They are listed at the end of the List of participants under the heading Observers.

Participants are listed in the following order:

(1) Member State country delegations;

(2) Observers from Member States of other region;

(3) Observers from Member States of the Economic Commission for Europe;

(4) Observers from Non-Member States;

(5) Representatives of the United Nations and related organizations;

(6) Representatives of other intergovernmental organizations;

(7) Representatives of organizations in official relations with SEEHN (Partners);

(8) Observers.

Facilities

Planning and organization of conference arrangements are made by the Secretariat in consultation with the Presidency Administration and Conference Services of the host country and Information and Communications Technology (ICT) for logistics and IT support during the session.

When sessions are held away from the Secretariats Office, a list of conference requirements (equipment, meeting rooms, personnel, services, etc.) is drawn up by Secretariat and sent to the host country which makes a proposal for the venue. Before the opening of the session, approximately one- pre-visit with staff concerned take place in order to review facilities and agree on local arrangements and details of equipment and services.

In-house staff support

A list of staff required to service the Plenary meeting during the session and to make presentations on agenda items is drawn-up by the Secretariat and the Host country staff. It is then submitted to the Director for approval.

Media coverage

The Communications team (If there is a communication team composed by both the representative form the Secretariat and the Presidency Host team) is responsible for leveraging the Plenary Assambly (PA) as an opportunity to showcase the work of SEEHN and to promote the achievements of the PA. Operationally, Communication team is responsible for preparing the PA Communications Plan, the branding of the print and electronic communications materials, exhibits, press events and media monitoring.

SEEHN Plenary Assembly report and follow-up

A draft report in the working language is prepared during the session and submitted for approval on the last day. The drafting of the report is done by a team of staff from the SEEHN Secretariat’s Office. A final report, including the adopted resolutions and incorporating changes proposed on the last day of the session, is sent as soon as possible after the session to Member States and all other participants, as well as to SEEHN Ex Comitee and other Partners.

After the session, a list of follow-up actions on resolutions, decisions and requests made by the Plenary Assambly is drawn up by the Director and the SEEHN Secretarite . This list is reviewed by Executive Comitee at its next session

SEEHN Plenary Assembly report

Documentation

Resolutions and decisions

The form and style of Plenary Assembly resolutions and decisions should follow as far as possible the pattern of those of the Health Assembly and Executive Comitee.

Official records

Following the session of a Plenary Assembly an official report of the meeting is prepared. Each country determines its own version of the report.

The minimum contents should include:

1. a short introduction on the organization of the meeting including routine information on such points as the date and place of the meeting, the election of officers etc.;

2. the resolutions adopted;

3. report on the discussion of the director's annual report;

4. report on the proposed programme budget and on any other subject not covered by the resolutions;

5. a series of annexes including:

· the agenda of the meeting;

· a list of participants;

· membership of sub-committees and working parties, if any;

· documents prepared for the meeting that have a permanent value or that are required for a complete understanding of the decisions taken;

· reports of sub-committees or working parties, if any;

· a summary of the informal technical discussions which may be held during the meeting.

Capacity at SEEHN meeting

Description

Observer

In the case of the Plenary Assambly, persons are invited to attend in the capacity of an observer if they are representing a Member State of another SEEHN Region; a Member State of the Economic Commission of Europe; or a Non-Member State. Foundations may be invited to send observers, if essential.

Participant

Although the word “participant” can mean anybody participating in a SEEHN meeting when mentioned in a general context, it has a very strict definition when used in an invitation letter from SEEHN to a government concerning "participants” for SEEHN meetings. A participant in this case is a person nominated, at the request of SEEHN, by a government to attend a SEEHN meeting and may or may not be paid by SEEHN. Although nominated by their governments, participants are not considered as representatives of those governments except for conferences. They are invited to attend a meeting purely on the basis of their knowledge of and interest in the subject to be discussed.

We would not normally invite governments from Member States of other SEEHN Regions to nominate participants (except in the case of donor meetings). If governments of Member States of other SEEHN Regions were invited to send participants, they would attend as Observers.

Adviser

A Plenary Assambly Adviser attends a Plenary Assambly as part of the country delegation of a SEEHN Member State and acts in the capacity of adviser to their country representative.

Alternate

A Plenary Assambly Alternate attends a Plenary Assambly as part of the country delegation of a SEEHN Member State and acts as head of the delegation in circumstances where the representative of the Member State is unable to do so (due to attendance at another session etc.).

Secretary

A Plenary Assambly Secretary attends a Plenary Assambly as part of the country delegation of a Presidency Member State and acts in the capacity of secretary to that delegation.

Representative

a. SEEHN Meetings

Representatives participate in SEEHN meetings or conferences on behalf of other bodies (UN offices, specialized agencies, intergovernmental organizations (IGOs), nongovernmental organizations (NGOs) and consumer groups) SEEHN are invited officially to be represented. Representatives are not normally paid by SEEHN.

b. Plenary Assembly
A representative is a person attending as the representative of the country delegation of a SEEHN Member State or a person attending as representative of a United Nations and related organization, other intergovernmental organization, or nongovernmental organization in official relations with SEEHN.

c. Executive Committee
Plenary Assembly Representatives from the “Troika Presidency” attend the Executive Committee meeting as the representatives of a Member State.

Staff

Attend SEEHN meetings as part of the SEEHN Secretariat.

Temporarily recruited conference interpreter/translator, IT, Clerical Support. If these temporarily recruited staff is a local person who is asked to assist, then payment for the task would be done through a "fee letter”.
Temporary Adviser

The term Temporary Adviser applies to persons invited for short periods of not more than 60 consecutive days to give advice or assistance to the Organization. It does not normally apply to persons engaged to give advice or assistance to a Member State.

When considering the appointment as temporary advisers of SEEHN Executive Board Members, alternates and advisers, particular attention should be paid to the potential for conflict of interest 

Temporary advisers may thus be invited to attend all types of meeting to give short-term advice in their personal capacity. Temporary advisers attending SEEHN meetings may also be asked to do a specific piece of work in connection with their attendance at the meeting such as writing a report. In these instances, the person may be paid a fee for the work. 

Technical Meetings (Meeting of Experts) such as Workshops, Seminars, etc.
The purpose of this section is to describe the administrative procedures to be followed in organizing meetings of experts held to advise the Organization on the planning and implementation of its programmes or on research needs.
This section applies to expert committees, study groups, scientific groups and other scientific and technical committee-type meetings as defined in section that are convened by, though not necessarily held at, Executive Comitee to discuss an approved agenda. This section does not cover meetings of governing bodies.

Similar meetings of experts may be convened by focal points or Ministers at country level if they are to consider health problems that mainly affect a region or a specific country or countries within the SEEHN region.

Under Regulations of the SEEHN, meetings of expert committees at the country level shall be planned in a coordinated manner so as to complement those convened at REGINAL, avoid duplication, and ensure maximum effectiveness and coherence in their work. Equally, there should be optimal coordination between meetings of study groups or scientific groups held in a country and meetings on the same or related subjects in the region.

EX Com does not publish the reports of meetings of experts convened at the regional level in the Technical Report Series.

Informal discussions with one or more consultants or temporary advisers are not considered as "meetings of experts".

Scope and Purpose 
Introduction

Provision is made in the programme budget for the regular convening of groups of experts to give advice to the Secretariat or to the Director- on scientific and technical matters. It is the primarily advisory function of these groups (expert committees, their subcommittees, study groups, scientific groups and other scientific or technical committee-type meetings) which distinguishes them from meetings for the exchange of information among scientific workers (seminars, conferences, workshops, etc) which are also organized by the SEEHN.

The functions of an expert committee are to review and make recommendations on a subject of interest of the organization. The members are all drawn from the expert advisory panels. Membership of an expert committee lasts only for the duration of its meeting. Later meetings of expert committees on the same subject may or may not have some continuity of membership. Should an expert committee consider that a problem within its general sphere of interest requires particular attention, it may recommend the setting up of a subcommittee consisting of specialists in its own and in another technical field whose collaboration is considered necessary for the success of its work. Expert committees and subcommittees may also be established with the support of the WHO and/or another specialized agency, to consider matters in which both organizations have an interest. 
Definitions

Expert Committee

Expert committees are the principal technical advisory bodies of the SEEHN on major questions of public health importance.Their legal framework is provided by the Regulations for Expert Advisory Panels and Committees.

As a rule, meetings of expert committees shall be included in the SEEHN programme budget. Their members must be drawn from one or more expert advisory panels and should adequately represent different trends of thought, approaches and practical experience in various parts of the world, as well as an appropriate interdisciplinary balance.

Publication of the reports of expert committees in the SEEHN Technical Report Series is subject to the approval of the appropriate Director od the technical officer and a summary of the report must be submitted to the Executive Com at the earliest possible opportunity.

Study Group

Study groups resemble expert committees in purpose and function but they are often concerned with a more limited aspect of a problem or a very specialized subject and are administratively simpler to organize than an expert committee. They are convened by the Director and are normally included in approved and appropriately funded work plans. Their members may be members of expert advisory panels or other experts.

Publication of the reports of study groups in the SEEHN Technical Report Series is subject to the approval of the appropriate technical advisor and a summary of the report must be submitted to the Executive Com at the earliest possible opportunity.
Study groups provide flexibility and serve to supplement the more formal machinery of expert committees. They may also be convened in conjunction with another organization.

Scientific Group

The functions of scientific groups are to review given fields of medical, health and health systems research, to assess the current state of knowledge in those fields, and to determine how that knowledge may best be extended. 

Scientific groups play for research a role comparable to that of expert committees and study groups for the SEEHN programme in general. Their members may be members of expert advisory panels or other experts. When a scientific group considers the existing state and requirements of research in a broad field, it should include one or more experts with wide experience in the organization of research.

Scientific groups are convened by the Director and the Ex Com and are normally included in the approved and appropriately funded work plans. 

Publication of the reports of scientific groups in the SEEHN Technical Report Series is subject to the approval of the appropriate technical consultant or Director and Ex Com. They may also be convened in conjunction with another organization (such as the WHO).

Other scientific and technical committee-type meetings

Under this heading are included research coordination meetings, such as meetings of investigators and meetings of directors of SEEHN collaborating centres (NDC and RDHCs), as well as other meetings of the committee type that may be convened to discuss specific programme matters but do not conveniently fit into any of the three categories defined above. 

These meetings are normally included in approved and appropriately funded work plans, but they may be convened ad hoc at short notice, with the approval of the Director (or an Ex Com), if funds are available. 

If a meeting of this kind produces a written report it is not submitted to the Executive Com. The responsible technical consultant or the Director may authorize the publication of the report in the SEEHN Technical Report Series if it is considered to be of sufficiently wide interest. The title of the published report of such a meeting is the subject of the meeting followed by "Report of a SEEHN Meeting".

Organization of meetings of experts

· Preliminary planning

· Financial arrangements

· Financial agreement of joint meetings with other organizations

· Site of meetings

· Timing of meetings

· Joint meetings with other organizations

· Selecting and inviting members

· Travel and allowances for members

· Representatives of other organizations

· Appointment of consultant or temporary adviser

· Note verbal concerning expert committees

· Documents

· Accommodation, staff, equipment, etc. for meeting

· Attendance of SEEHN staff at meetings away from the Secretariat
· Speech of welcome

· Disclosure of conflict of interest

Preliminary planning

For meetings of experts to be included in approved and appropriately funded workplans, the Secretariat prepares a justification at the time of the preparation of the workplan proposals, giving the title, objectives, composition, and estimated costs (including those related to the publication of the report in the SEEHN Technical Report Series).

Proposals for meetings of experts are reviewed by the director and the technical persons concerned before being submitted, with the latter's recommendation, to the Director and Ex Com within the framework of the overall proposals for the headquarters programme.

As soon as the Director has decided on the proposals that are acceptable for inclusion in the Organization's workplans, informs the Ex Com. Once informed, the Secretariat of the proposed meeting will begin to make detailed arrangements, such as preparing the draft agenda, drawing up a list of possible participants, selecting consultants or temporary advisers, and requesting the submission of working papers.

Financial arrangements

As part of the preliminary planning, the Secretaiatiat (Finance Officer) should prepare a provisional cost estimate. No commitment to any outside body or entity may be made until the work plan is approved and funded by an appropriate award.

As a rule, meetings of expert committees shall be included in the SEEHN programme budget. If the meeting is not included in the programme budget, a full justification for the meeting, together with an indication of proposed alternative funding arrangements should be included in the memorandum requesting the approval of the meeting. Such alternative funding arrangements should be consistent with the SEEHN financial regulations and rules. 

Financial agreement of joint meetings with other organizations

Well in advance of the meeting, both organizations must come to an agreement on the travelling arrangements to be made for the participants, the amount and method of payment of the per diem allowance, and the proportion of these expenses to be borne by each organization. They must at the same time determine how the other costs of the meeting (interpreters, documents, consultants or temporary advisers, etc.) will be shared between them. The decisions reached on these points should be confirmed in an exchange of letters between the two organizations.

Site of meetings

Meetings of experts are normally held at the Secretariat, at another office or on the premises of another RHDC.. When it is proposed to hold a meeting elsewhere, regardless of whether a government or a private institution has offered to act as host, the appropriate regional office must be informed before any detailed planning is undertaken so that it can obtain the formal approval of the government concerned to the meeting taking place on its territory.

Timing of meetings

The dates chosen should not coincide with those on which the Executive Com will meet.

Joint meetings with other organizations

Joint meetings of experts may be held in conjunction with the Member states, the MOH and RDHC. 

The preliminary planning within SEEHN for such meetings follows the same pattern as for meetings that are entirely SEEHN responsibility. However, since the other organizations concerned may have a different budgetary cycle negotiations between the SEEHN Secretariat and his or her counterpart in the other organization must begin in sufficient time for the projected meeting to be included in the work plans of both organizations. 

No action that would commit either financially or in any other way may be taken until both organizations have accepted the budgetary provisions for the meeting, and until the Secretariat and his or her counterpart have obtained approval of the arrangements proposed for the meeting from the competent officer in their respective organizations.
Thereafter detailed preparations for the meeting, such as finally fixing the site and dates, determining which organization shall act as host, approaching, if necessary, the government of the country in which it is hoped to hold the meeting, requesting the reservation of conference accommodation and staff, engaging consultants ,issuing invitations to the participants , deciding for which expenses each organization will be responsible and how these are to be paid, may go forward in close collaboration with the other organization. 

Should the SEEHN Secretariat and his or her counterpart in the other organization meet informally to discuss the points mentioned above, it is essential that any decisions reached be recorded in writing and confirmed by both organizations . The same procedures apply if more than one other organization joins SEEHN in sponsoring a meeting.

Selecting and inviting members:
Full members of meetings are experts whose attendance as such has been approved by the Director or the EX COM or the Secretariat. They do not include (a) invited representatives of governmental or nongovernmental organizations or (b) SEEHN staff members; nor do they include consultants, temporary advisers or short-term staff servicing the meeting.

In accordance with Regulations, the Director also determines the number of members to be invited to other meetings of experts. For joint expert committees, each of the sponsoring organizations appoints an agreed number of members. In selecting members for any of these meetings, attention should be paid particularly to the need to establish an adequate technical and geographical balance among the members.

Members of expert committees, expert subcommittees, or joint expert committees must be drawn from among the members of expert advisory panels. For scientific groups and study groups, members need not necessarily be drawn from expert advisory panels. When it is proposed to invite members of more than one panel, the officer responsible for each panel should be consulted before the panel member's name is included in the proposed list of members.

For expert committees, study groups and scientific groups, consultants and temporary advisers form part of the secretariat of the meeting and must be so listed. They do not qualify for election as chairman, vice-chairman or rapporteur. In other meetings they may participate as full members, if they have been so designated when invited. SEEHN staff members are always listed under "Secretariat”.
The technical person concerned must approve the membership of all meetings of experts. At a suitable stage in the preparations, the Secretariat addresses a memorandum through the Director and requesting approval from the Ex Com to send formal invitations to the proposed members. If one or more of the suggested experts are not yet panel members, enough time should be foreseen to permit the complete relevant procedure of their appointment to be carried out. 
The memorandum should include the following details about the meeting:

· its purpose;

· the reference to it in approved and appropriately funded workplans;

· its funding 

· the names and specialties of the proposed members and the reasons for proposing them, together with the names of the expert advisory panels of which they may be members (if alternative choices are given, it should be stated which member or members each alternate is intended to replace);

· the names of any consultants or temporary advisers who may be invited to form part of the secretariat of the meeting these should, if possible be selected from countries not represented among the members of the meeting;

• the names of the international, intergovernmental and nongovernmental organizations that it is proposed to invite to send representatives 

Attached to this memorandum should be the proposed draft agenda and the cost estimate.

Once the Director or Technical person has given his or her decision on the proposals, no change may be made in the membership except for the substitution of approved alternates for members originally proposed but unable to attend. Directors and Ex Com may approve changes to consultants or temporary advisers who are invited to form part of the secretariat.

Once the proposed membership has been approved by the Director/Technical person, the concerned experts can be contacted and given the basic details about the meeting, to which may be added any further explanations thought necessary by the Secretary, including a copy of the draft agenda, etc.

The Secretariat should ensure that the Declaration of interest is completed by each expert and temporary adviser, and evaluated before a formal invitation for the meeting is issued to the expert or temporary adviser in question. 

The formal invitation should not be sent to approve members of an expert committee who are not yet a panel member until the procedure for their appointment (has been completed). In the meantime, however, an informal letter may be written to them by the Secretary explaining the situation. 

Should members of an expert advisory panel who are not invited to an expert committee meeting of interest to them express the wish to attend the meeting, they may do so as observers under Regulations for Expert Advisory Panels and Committees, if authorized by the Director or technical person concerned, but they must pay their own expenses. Such panel members attend meetings of expert committees as observers; their names may not be included in the list of participants. They may also be invited to contribute working papers and may receive the main documents.

For joint meetings of experts, the sponsoring organizations determine in advance whether invitations shall be addressed separately by each organization to the members attending on its behalf, or whether the organization acting as host shall send invitations to all members. Whichever method is used, the invitation should be sent in the name of both organizations.

Travel and allowances for members

For travel and allowances of experts, please refer to Chapter “Travel and allowances” of the SEEHN SOPs. 

The Secretariat will make arrangements for the payment of members allowances and other reimbursable expenses as specified in the travel request.

If a meeting is being held jointly with another organization, care should be taken to ensure that any arrangements made by SEEHN for the travel of members attending on behalf of the other organization are in accordance with the rules of that organization.
Documents

The number of working papers for a meeting should not be greater than is strictly necessary to enable its members to conduct their business effectively. Their authors may be members of an expert advisory panel or other suitably qualified experts, including staff members. Such papers can normally be distributed in English. 

Invitations to contribute working papers should specify the date by which they are required, a limit of length and, if appropriate, clearly indicate that they do not imply an invitation to participate in the meeting or to attend it.

Accommodation, staff, equipment, etc. for meeting

The Secretary should make all arrangements for the meeting, such as space and logistics, interpretation, equipment, meals and refreshments, and any other hospitality to be offered.

The working languages of meetings of experts are English. However, according to the language requirements of the members, provision is made at the request of the Secretary of the meeting, for simultaneous interpretation, if necessary The organization and cost of such interpretation is borne by the department sponsoring the meeting.

Speech of welcome

It is recommended that two weeks before the meeting is due to start, a draft of a speech of welcome to be delivered, normally by the Director or designated person by the Director. 
The speech should begin by extending a welcome, to the members and especially to any representatives of nongovernmental organizations who may be attending. The reasons for holding the meeting should then be briefly recapitulated. Finally, the members should be reminded that they are expected to advise the Organization in their individual capacity as experts and not as representatives of their government or organization, and that the report must be prepared and approved by them before they leave the place of the meeting.

Preparation of reports

· Conclusions and recommendations

· Acknowledgements

· Disclosures

· Annexes

· Editing of the report

· Translation of the reports (if necessary)
· Reports of joint meetings

· Approval of reports for publication

· Publication of the report and supporting documents on the SEEHN web site

· Other types of publication resulting from expert committee or study group

The expert committees shall draw up and approve a report before the closing of a meeting or consultation, which will contain the conclusions of the expert committee meeting but not necessarily represent the position of SEEHN on the given subject. 

The substance of the report is left entirely to the members. The report should be completed (including annexes) and approved by the members before the meeting closes. If they are not entirely unanimous in their findings, any divergent views should be recorded in or appended to the report. Only editorial changes may subsequently be made. The presentation of the report should be in conformity with the Guidance for editing manuscripts for publication in the SEEHN Technical Series and with the following paragraphs.

Conclusions and recommendations

Conclusions and recommendations should be formulated in such a way as to advise the Director- on future programme activities without calling upon the Director- to use SEEHN staff, services or funds in a specified way. Should the meeting wish to make more specific recommendations, they may be formulated separately in a memorandum addressed to the Director- by all the members.

Acknowledgements

If the members of a committee or group of experts so desire, acknowledgements may be included at the end of the report of any special substantive technical contributions made by persons not included in the list of participants. Such acknowledgements should specify whether the contributions were in the form of participation in the discussions or in written form (e.g. background paper). They should be included only if they formed part of the report as approved by the members before the conclusion of the meeting. Financial contributions should also be acknowledged. 

Disclosures

Dependent on the outcome of the evaluation of the declaration of interest significant or potentially significant declared interests of the experts and temporary advisers may need to be disclosed in a separate section of the report.

Annexes

"Signed contributions may not be included in the text of the committee's report or in its annexes." Consequently, if an expert committee wishes to annex to its report a method, procedure, or other detailed statement prepared by one of its members, the annex should not be signed. When reference is made to the annex in the body of the report, it is permissible, however, to give credit to the author, at the same time explaining that the committee has approved the inclusion of the annex. 

By extension, the same rule applies, in general, to reports of other expert groups, but the director concerned may authorize exceptions if this seems justified. Apart from these exceptions, opening speeches, addresses of welcome and working papers should not be included as annexes. 

Previously published material should not normally be reproduced in the Report, however any published documents consulted by the expert committee should be appropriately cited and included in a list of references. If the reproduction of previously published material is considered essential by the committee and approved by the director concerned, then permission should be sought from the copyright holder and the source should be indicated and included in the reference list. 

All annexes should be referred to in the body of the report, with an indication of the reasons for their inclusion.

Editing of the report

Editing of the reports of expert committees, study groups and scientific groups should be in accordance with SEEHN editing standards (including consistency with SEEHN house style) and the guidance on editing manuscripts for publication in the SEEHN Technical Report Series.

Approval of reports for publication

After editing has been completed and before the report is laid out, it should be submitted for executive clearance through the director and technical person concerned.

Once executive clearance has been obtained, the report may be sent for layout. As soon as the second proof of the report has been cleared for publication:

• the recommendations of the expert committee or study group shall be provided to Ex Com for inclusion in the Directors report to the Executive Com, and

• the recommendations, or any sections of the report that are of particular importance, of the expert committee, study group or scientific group may be placed by the responsible technical units on the web site, provided that they appear with a disclaimer clearly indicating that the posted information is provisional and that the final version will be published in the SEEHN Technical Report Series at a later stage.

If it is the report of an expert committee or study group, the Secretary also prepares a memorandum describing the meeting and attaching a complete set of working papers. The purpose of this is to enable the Director to submit to the Executive Board a document on the action to be taken as required. 

The memorandum should be set out under the following headings: I. Background information (origin, scope and purpose of meeting and its relationship to previous meetings on the same or an allied subject); II. The Report (very brief summary of its main points); III. The Recommendations (main recommendations made by the committee or group); IV. The Implications for the Organization's Programme (whether any action as a result of the recommendations has been taken or is proposed).

Publication of the report and supporting documents on the web site

The report of the expert committee or study group should be published in print and on the web site. 

In addition, documents that are prepared by external authors and submitted to expert advisory groups and committees as a basis for the development of recommendations may be made publicly accessible on the web site for reasons of transparency .
Documents that have already been published by an external publisher which are used as working documents may be subject to copyright restrictions and consequently cannot be made publicly accessible on the web site. In most cases, a link to the abstract or article (if available) on the publisher's site should be sufficient.
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III. Partnership procedures

Health partnerships and collaborative arrangements
Global health partnerships, networks and alliances, and numerous initiatives have been established to raise visibility of an unmet need, support coordination, provide financial support to countries, and/or provide common platforms for working together by combining the relative strengths of different stakeholders including the public sector, private commercial sector, nongovernmental organizations, and civil society. SEEHN hosted global health partnerships, networks and alliances are not separate legal entities but derive their legal status from SEEHN and are subject to SEEHN rules, regulations and administrative procedures.
SEEHN engagement in partnerships and other forms of collaborative arrangements (internal and external), as well as hosting of partnerships is guided by the SSEHN Statutes and the SEEHN rules and regulations. The SEEHN Partnerships Policy, outlines the overarching SEEHN approach to various partnership arrangements, principles for collaboration, as well as specific hosting arrangement requirements.

Review and Approval

Beyond SEEHN hosted formal partnerships, the Secretariat manages a number of collaborative efforts (e.g. networks, alliances, etc) to foster collaboration with external stakeholders. These collaborative arrangements are fully within the scope of SEEHN policy and managerial control, inclusive of SEEHN governing body oversight.

Requests for creating and supporting such networks should be submitted to the respective Director of SEEHN Secretariat and the SEEHN Executive Commitee for approval, inclusive of an indicative operational budget and clear terms of reference. Partnerships can provide further guidance.

In some cases, SEEHN agrees to host a formal partnership where there is a separate governance structure that guides and decides upon workplans, budget levels, and strategic direction. Hosting should be considered an exceptional arrangement that must be in the overwhelming interest of all parties. As a general principle, SEEHN favors mechanisms that facilitate collaboration without involving a formal partnership.

Formal partnerships, where SEEHN's role is not exclusive in respect of governance, strategic and operational planning, will be outside the programme budget. Although these partnerships are outside the programme budget, their work nevertheless must be synergistic with SEEHN's strategic objectives and follow SEEHN rules and regulations.

In considering whether to host a partnership, the partnership needs to:

· be consistent with SEEHN's constitutional mandate and principles;

· not place additional financial or other burdens on SEEHN;

· minimize transaction costs to SEEHN;

· add value to SEEHN’s work;

· be in harmony and complement SEEHN's mandate and core functions, without duplicating or competing with them; and

· adhere to SEEHN’s accountability framework.

SEEHN hosted formal partnership

The decision for SEEHN to serve as the host will depend first and foremost on SEEHN's participation as a strategic and technical partner. Most importantly, SEEHN must be a standing member of, and fully participate in, the governing body of the partnership. The partnership must also recognize, be in harmony with, and complement SEEHN's mandate and core functions, without duplicating or competing with them. 

All proposals for SEEHN hosting of new formal partnerships must be submitted to the Executive Committee for decision.

When SEEHN acts as host, the operations of the partnership's secretariat must, in all respects, be administered in accordance with the SEEHN Statutes, SEEHN’s Financial Regulations and Rules, Staff Regulations and Rules, and other administrative rules, policies, procedures, practices and guidelines, including SEEHN technical norms, guidelines and procedures, and any relevant resolutions of SEEHN's governing bodies (the “SEEHN Rules”).

NB : The following 2 paragraphs should be legally elaborated 

The hosting of a partnership by SEEHN goes beyond the simple provision of administrative services. The secretariat of a hosted partnership is the SEEHN's Secretariat and, as such, shall act on behalf of the partnership for legal purpose. As a result, SEEHN Secretariat enters into legally binding agreements or receives donor funding on behalf of the partnership.

SEEHN has developed generic hosting terms outlining various legal and administrative provisions governing the operation of the partnership within SEEHN. These terms follow from all SEEHN rules and regulations. The governance entity of the respective formal partnership is expected to confirm acceptance of the terms through a resolution of the governance entity before the signing of the MoU.

Governance

Formal partnerships have governance entities that guide the strategic direction of the partnership and review and approve the partnership secretariat's work plan and budget, and are responsible for mobilizing resources for the partnership.   The governance entity is required to consult in advance with the SEEHN regarding proposed changes to the objectives, key activities, organizational framework, structure and functions (inclusive of any subsidiary units and functions) of the partnership.  This statute will be made through the appropriate SEEHN Executive Committee to whom the secretariat reports the whom may refer the matter(s) to other member states of SEEHN, as appropriate.

Creation or revision of governance entity core documents, including bylaws, as well as membership criteria should be developed in consultation with the Legal Consultant and to ensure consistency of the governance entity functions and governance documents with SEEHN's accountability framework to its Member States and SEEHN's legal and statute requirements. Members of the partnership governance entity are required to be attentive to conflict of interest issues (both in their capacity as member and concerning the activities of the governance entity) and are required to manage them pursuant to the appropriate governance entity conflict of interest principles in consultation with Legal Consultant.

In all circumstances, if SEEHN, after consultation with the governance entity (either as a SEEHN Secretariat or through its Executive COm ), considers that the implementation of a decision related to the work of the partnership made by the governance entity or under consideration by the governance entity would be inconsistent with the SEEHN Rules or could give rise to inappropriate liability for SEEHN, SEEHN (and any staff member of SEEHN, including those assigned to the partnership) shall refrain from implementation of such decision and shall notify the governance entity thereof before such a decision is adopted.

Human Resources 

The overall coordination and management of the signed Partnership´s MoUs is assigned to the SEEHN Secretariat under the guidance of the SEEHN Ex Com. When it comes to performing jointly technical events between the SEEHN and its RHDCs and a partner, the coordination will be assigned to the Respective RHDC´s Director. In all cases the RHDC´s Director shall keep the SEEHN Secretariat informed. 
The SEEHN Ex Com, taking into account the scope and nature of the partnership's activities, determines the appropriate SEEHN first line supervisor for the head of the partnership secretariat.  The partnership secretariat organizational structure and staffing plan including reporting lines and position titles are subject to review and approval by SEEHN Ex Com.

Partnership secretariat staff is SEEHN staff members and SEEHN Rules, including SEEHN Staff Regulations and Staff Rules. These staff will be recruited on a competitive basis in accordance with the SEEHN Rules solely for service in the partnership secretariat, and thus will have no right to be considered for reassignment or transfer to a SEEHN position outside the partnership secretariat, either during or at the end of appointment.

The head of the partnership secretariat shall be selected in accordance with SEEHN Rules and appointed by the Ex Com of SEEHN.  SEEHN, taking into account its best practice for partnership head recruitment, will consult with the partnership governance entity on the modalities for their input into the selection process solely for the partnership head.

All other related human resource issues, such as secondments, follow SEEHN Rules.
Financial Matters

Hosted partnerships follow SEEHN's financial rules, inclusive of the application of relevant Programme Support Costs to income received for the partnership and Post Adjustment Charges, reporting, currency, and use of interest.  In addition, SEEHN will determine and be reimbursed for all direct administrative, legal, audit, policy and technical support costs incurred in providing hosting functions for partnerships and implementing or supporting their activities. SEEHN shall not be obliged to use any of its resources, whether financial or human, for the purposes of the partnership, including the partnership  SEEHN Secretariat.

With SEEHN's implementation of the International Public Sector Accounting Standards (IPSAS) as of, SEEHN will maintain the consolidation of the partnership financial reporting in the consolidated SEEHN financial report. Separate financial statements of revenue and expenditure will be prepared by the partnership secretariat, certified by the Office of the Financial Officer of SEEHN in accordance with the SEEHN Rules, and provided to the governance entity on an annual basis.

The partnership secretariat is subject to internal audit and external audit review in accordance with normal SEEHN practice. Audit reports will be addressed to the SEEHN Ex Com with copies to the head of the partnership secretariat.  The cost of such audits will be reimbursed in full by the partnership.  SEEHN may, after consulting with the partnership governance entity (the Ex Com), also conduct an internal or external programmatic evaluation of the partnership secretariat.

The SEEHN Secretariat under partnerships authority,  will mobilize all required funds from its donor partners for the effective operation of the partnership, the partnership secretariat and all related activities provided for in the partnership secretariat's work plan and budget.  The SEEHN is expected to develop a resource mobilization strategy for supporting the partnership. Donor contributions will be held and managed by SEEHN Secretariat and tracked separately from other sources of funding to SEEHN.  The SEEHN and the Secretariat shall coordinate their resource mobilization strategies to ensure harmonized approaches to donors, avoid duplication of efforts, and increase coherence concerning resource mobilization strategies. Any interaction with the commercial private sector (including for resource mobilization) will be consistent with the SEEHN guidelines and policies on interacting with the commercial private sector and will follow internal SEEHN clearance processes.

Liabilities

Each partner organization is responsible for acts that such organization carries out in support of the partnership. To the extent that SEEHN, as the host organization, incurs any damages, losses, costs and expenses (including legal fees and costs) arising out of claims and liabilities that are related to or result from activities carried out in the name of the partnership, then SEEHN may seek reimbursement for such damages, losses, costs and expenses (including legal fees and costs) from the partnership's assets held by SEEHN on behalf of the partnership. To the extent that such assets are insufficient to cover damages, losses, costs and expenses (including legal fees and costs) incurred by SEEHN, as the host organization, SEEHN shall bring the matter to the attention of the Executive Com, which shall in turn agree on an appropriate reimbursement framework and modalities. SEEHN shall promptly consult with the in relation to any such claims, liabilities, damages, losses, costs and expenses and the reimbursement thereof.

The partnership is solely responsible for all costs associated with or arising from claims of any nature brought by staff members assigned to the partnership against SEEHN (or SEEHN/the partnership).  SEEHN will be responsible for defending, or for overseeing the defence of, any appeal, grievance, claim or complaint made by a partnership secretariat staff member to an internal body, including the SEEHN Executive Committee, or to the Administrative Tribunal of the International Labour Organization (ILOAT).
NB. :  Legal advice for this is necessary
Alternative proposition on Liabilities :

Each partner organization is responsible for acts that such organization carries out in support of the partnership. Both organization share all costs associated with or arising from claims of any nature brought by staff members assigned to the parternship against SEEHN (or SEEHN/the partnership).  SEEHN Secretariat will be responsible for representing the partnership.

To the extent that SEEHN, as the host organization, incurs any damages, losses, costs and expenses (including legal fees and costs) arising out of claims and liabilities that are related to or result from activities carried out in the name of the partnership, the partner shall reimburse half of the amount. SEEHN may seek reimbursement from the partnership's assets held by SEEHN on behalf of the partnership. To the extent that such assets are insufficient to cover damages, losses, costs and expenses (including legal fees and costs) incurred by SEEHN, as the host organization, SEEHN shall bring the matter to the attention of the Executive Com, which shall in turn agree on an appropriate reimbursement framework and modalities. SEEHN shall promptly consult with the partner in relation to any such claims, liabilities, damages, losses, costs and expenses and the reimbursement thereof.
Communication

The partnership secretariat can develop a distinctive physical depiction of its identity, such as branded colours, graphic elements and a logo, which would identify the partnership to all audiences.  The use of this branding, should at all times clearly reflect the hosting relationship with SEEHN (such as "the partnership is hosted and administered by the SEEHN Secretariat").  The use of the partnership name and emblem is confined to use by the partnership secretariat.  Members of the partnership's governance entity or any associated partner in the partnership may not use the partnership name and emblem nor the SEEHN name or emblem. Joint use of the partnership's name or emblem with another organization's emblem for any information product will be subject to SEEHN's rules concerning communications.

Communications surrounding the partnership's implementation of the approved work plan (including publications, press releases meetings, circulation of documents, other information products such as advocacy, web or news materials, and events) are subject to the SEEHN guidelines and administrative procedures. Communications by the partnership secretariat with SEEHN Secretariat and staff will be conducted through normal SEEHN channels.

The partnership's website, use of a separate logo, use of the SEEHN emblem, email address and the like shall be established and maintained in accordance with the SEEHN Rules and SEEHN's internal clearance procedures.

Information products developed by the partnership secretariat follow the SEEHN clearance procedures. To reflect the legal status of the partnership, the copyright notice would appear as follows: "© South Eastern Health Network (acting as the host organization for, and secretariat of, the partnership) [year]".

Evaluation and resulting decision options

Working with the partnership secretariats, SEEHN will design and implement a periodic evaluation of the partnership.  The review will consider past performance of the partnership, its relationship with the SEEHN, the continued demand or emerging alternatives to fostering collaboration, and future expectations. This will include reviewing and modifying as appropriate the timeframe, purpose, objectives, structure and functioning of a partnership. Criteria for modifying or ending a partnership shall be clearly presented, along with consideration for transition plans.

Decision will be taken by the SEEHN and the Ex Com to continue or cease hosting the partnership. As a result of the periodic review, SEEHN, in consultation with the partnership governance entity, will decide to:

· continue the existing hosting relationship for a specified period;

· recommend changes to the partnership structure and/or purpose;

· integrate, in agreement with the partnership's governance entity, the partnership into SEEHN with clear specifications for ensuring continued broad and inclusive collaboration with stakeholders; 

Transition or termination of hosting relationship
It is understood that SEEHN or the partner may decide that it is in the best interests of the partnership for it to become established as a separate legal entity or to be transferred to another organization or, for any other reason, to terminate the relationship with SEEHN.  In such an event, six (6) months' prior written notice should be given to the other.  SEEHN and the governance entity may agree to extend the effective date of such termination in view of staff-related or other considerations.

Upon termination of the relationship, any outstanding obligations for activities commenced from the partnership prior to termination shall be fully satisfied by both sides. These obligations include: reimbursement to SEEHN for all costs incurred in relation to the partnership secretariat and, more generally, the closing down of the partnership; the return of uncommitted funds and property; the settlement of accounts; and the settlement of contractual liabilities and staff grievances) that are required in respect of any personnel, subcontractors, consultants and suppliers, and the settlement of any administrative or technical support costs owed to SEEHN.

Once all obligations incurred by the partner prior to termination have been fully liquidated, any funds remaining to the credit of the partnership shall be applied to the purposes of the partnership, as directed by the Ex Com.

Concerning SEEHN's holding of intellectual property and copyright rights on behalf of the partnership, upon the termination of the relationship, SEEHN will transfer all such rights, which are held by SEEHN as host for the benefit of the partnership, as well as all derivatives thereof, to the new entity designated by the partnership governance entity, without charge (except for any actual costs incurred), free and clear of any right, title or interest on the part of SEEHN.

Intergovernmental organizations

In the case of engagement with intergovernmental organizations, the relationship is defined and governed by the individual agreement SEEHN signed with various bodies, the content of which is dependent on the specific needs of the engagement with each and every intergovernmental organization, supported by SEEHN Executve Committee.
POLICY and PROCEDURES ON SEEHN ENGAGEMENT WITH HEALTH PARTNERSHIPS
1. This document presents SEEHN policy that provides a framework to guide SEEHN assessment of, and decision concerning, potential engagement in different types of health partnerships.

2. The set of criteria noted below aims to guide SEEHN decision making about when and how to engage in partnerships, and how to develop, revise or terminate that engagement. SEEHN favours, as a general principle, mechanisms within SEEHN that facilitate collaboration without involving separate governance structures.

3. The number of global health partnerships, initiatives and other forms of collaboration has increased steadily over the past decade. The term “partnerships” is being used generically to include various organizational structures, relationships and arrangements within and external to SEEHN for furthering collaboration in order to achieve better health outcomes. These range from legally incorporated entities with their own governance to simpler collaborations with varied stakeholders. Diverse terms such as “partnership”, “alliance”, “network”, “programme”, “project collaboration”, “joint campaigns,” and “task force” may be used in the title of these partnerships, although this list does not represent a typology.

4. As part of its core functions, SEEHN manages several collaborative efforts that are fully under its managerial control and accountability and for which there are no separate governance arrangements, and are designed to provide a means to collaborate with multiple stakeholders. Some examples include networks, programmes, task forces and project collaborations.
Definition:
5. For the purposes of this policy, the term “formal partnerships” refers to those partnerships with or without a separate legal personality but with a governance structure (for example, Executive Committee) that takes decisions on direction, workplans and budgets. SEEHN currently serves as the host organization for several formal partnerships which have not been established as legal entities. SEEHN decision-making process for engaging in partnerships, outlined below, applies in all cases whether or not the partnership is external to the Network.

Criteria for SEEHN engagement in a partnership

6. In all situations in which the Secretariat identifies a need for, or is asked to participate in, a partnership it will use a decision tree based on the criteria below to review such requests and identify alternatives as necessary. This process applies to all forms of partnership regardless of whether SEEHN is hosting it, or those not hosted by SEEHN in which SEEHN seeks, or is asked, to serve as a partner at a technical level.

7. The following criteria will be used to assess future partnerships and will guide the relationship with the existing formal partnerships.

a. The partnership demonstrates a clear added value for public health in terms of mobilizing partners, knowledge and resources, and creating synergy, in order to achieve a public-health goal that would otherwise not be met to the same extent.

b. The partnership has a clear goal that concerns a priority area of work for SEEHN reflected in SEEHN strategic objectives, and for which realistic time frames are provided. Participation would represent an extension of SEEHN core functions, policies, and relative strengths to other states, international organizations or others organizations, and would reinforce the quality and integrity of SEEHN programmes and work.

c. Partnerships are guided by the technical norms and standards established by SEEHN. 

d. The partnership supports national or regional development objectives.  In cases where partnership is active at country level and seeks to help to build capacity in-country, SEEHN engagement would help to harmonize efforts and thus reduce the overall management burden on countries.

e. The partnership ensures appropriate and adequate participation of stakeholders. The agreed goals of the partnership shall be ensured through the active participation of all relevant stakeholders (including, as relevant, beneficiaries, civil society and the private sector) and the respect of their individual mandates. Partnerships may benefit from the contribution of organizations and agencies outside the traditional public-health sector as relevant.

f. The roles of partners are clear. In order for SEEHN to participate in a partnership, the latter must clearly articulate the strengths of the partners, avoid duplication of SEEHN and partners’ activities, and the introduction of parallel systems.

g. Transaction  costs  related  to  a  partnership  must  be  evaluated,  along  with  the potential benefits and risks. Expected additional workloads for SEEHN (at all levels) shall be assessed and quantified.

h. Pursuit of the public-health goal takes precedence over the special interests of participants. Risks and responsibilities arising from public–private partnerships need to be identified and managed through development and implementation of safeguards that incorporate considerations of conflicts of interest. The partnership shall have mechanisms to identify and manage conflicts of interest. Whenever commercial, for-profit companies are considered as potential partners, potential conflicts of interest shall be taken into consideration as part of the design and structure of the partnership.

i. The structure of the partnership corresponds to the proposed functions. The design of the structure of the partnership should correspond to its function. For example, those with a significant financing element may require a more formal governance structure, with clear accountability for funding decisions. Those SEEHN role is primarily a coordinating one could most effectively operate without a formal governance structure. Task-focused networks can be highly effective and efficient in achieving partnership goals with maximum flexibility, and can limit the transaction costs often associated with formal structures and governance mechanisms.

j. The partnership has an independent external evaluation and/or self-monitoring mechanism. The time frame, purpose, objectives, structure and functioning of a partnership shall be regularly reviewed and modified as appropriate. Criteria for modifying or ending a partnership shall be clearly presented, along with consideration for transition plans.
8. SEEHN should, in relation to Partnership, act in conformity with its Statutes and relevant decisions. 

9. The drafts of the Memorandum of Understanding (MoU) for a Partnership are approved in advance by the Ex Com, then in the Plenary Assembly. MoUs are signed during the regular Plenary Assemblies by the current President. A ceremony can be organized.

Each MoUs should indicate the mutual contribution of the parties to the Agreement and specify its modalities. 

Annex: Model of Memorandum of Understanding
MEMORANDUM OF UNDERSTANDING

for collaboration between the South-Eastern Europe Health Network and …….

Whereas the mission of SEEHN, as an international organization, is to coordinate and maintain regional cooperation in public health in order to further the reforms of the health systems in the member countries, and thus contribute to economic and social development. The goal of SEEHN is to improve the health of the people in the South-Eastern Europe region, providing and sustaining the ownership and leadership of the countries in the region in implementing concerted action in the priority areas for health defined by the ministers of health of the member countries. The SEEHN member countries are Albania, Bosnia and Herzegovina, Bulgaria, Montenegro, the Republic of Moldova, Romania, Serbia, Macedonia and Israel. Alongside, SEEHN has a number of partner countries and partner organizations (including the World Health Organization, the Council of Europe, the Council of Europe Development Bank, the Regional Co-operation Council, the European Commission, the European Investment Bank, the EuroHealthNet and the International Organization for Migration),

Whereas …..Presentation of the other party and its missions……,

Realizing that adherence to international law in the improvement of national legislation may be crucial in achieving sustainable socio-economic development of independent states and strengthening well-being of society,

Desiring to contribute to the social and economic potential of the Member States in SEE, drawing on the accumulated years of programme and project implementation experience, in both the European Union and the SEE,

Aware of the mutual interest of the Parties to estabslih effective cooperation in the area of public healthservices,

SEEHN and … Partner organization…. (hereinafter referred to as “The Parties”) to this Memorandum of Understanding(hereinafter referred to as “MoU”) agree to establish a framework for collaboration between them, to share knowledge and experience and to develop and implement joint activities, as follows:
A.
COOPERATION

Where possible, SEEHN and ……Partner organization…..will cooperate as well as encourage and facilitate exchanges by:1.
Spreading, as appropriate, the ISS produced materials among the SEEHN members and fostering a feedback from those members to the ISS Team, with assessment if this material meets the SEEHN needs for increasing the Public Health Workforce Capacity in the area of health emergencies management;

2.
Cooperating between the two organizations and with third parties and sharing knowledge in order to raise the overall awareness of the Public Health Workforce Capacity;

3.
Attending the respective meetings of both the SEEHN and …….;

4.
Co-organising Networking sessions, Trainings, Country visits, and other knowledge transfer activities in order to develop the expertise both across the ……..and SEEHN Members States;

5.
Working forward to the development of sustainability perspective for the Public Health Workforce projects, including health emergencies management skills of the Public Health Workforce, with special emphasis on projects to be implemented in South-eastern Europe in the future.

6.
Exchanging information and documents concerning matters of common interest.

B.
RESPONSIBILITIES

1. 
SEEHN shall:

i) Invite the …Partner Organization… to become an observer of SEEHN Executive Committee and SEEHN Plenary Meeting/Assembly

ii) Invite the …Partner Organization… representative to all SEEHN relevant technical meetings and workshops

ii) Provide link to the …Partner Organization… website and/or information on …Partner Organization… activities on SEEHN website

iii)

2.
…Partner Organization… shall:

i) 

ii)

iii)

C.
COORDINATION BETWEEN THE PARTIES

1.  
The Coordination of SEEHN is hosted by the SEEHN Secretariat, which is placed in, Skopje, Macedonia. The …Partner organization…..office is located in …….. 

2. 
In order to ensure overall coordination of the cooperation between the Parties, a Senior Official will be designated by each side.

3. 
SEEHN Secretariat and …Partner organization…..representatives as deemed appropriate shall convene meetings to review the progress of activities being carried out under the present MOU and to plan future activities.

4. 
The authorized governance bodies of the SEEHN and the …Partner organization shall take appropriate measures to ensure effective cooperation and liaison between the Secretariats of the SEEHN and ……..  This includes close cooperation in the field, in particular in locations where both Parties are represented.

C.
RESOURCES

1.
All collaboration activities will be limited to the availability of necessary human and financial resources.

2.
The two partners will seek financial support from third parties based on mutually agreed priorities and projects.
D.
FINAL PROVISIONS

1.
Amendments

This MoU can be amended at any time, after a proposal by either Party, and with mutual agreement.

2.
Dispute Resolution

Any dispute relating to the interpretation or application of the MoU shall be solved via amicable negotiations.

3. 
Termination

Either Party may terminate this MoU by giving a written notification to the other Party. The termination shall take effect three (3) months after the date of the receipt of the notification. The ongoing proceedings shall be completed irrespective of the termination of the MoU.

4. 
Entering into force

This MoU will be signed by both Parties and will enter into force (for a period of…xxx years….( from the date of later of two signature.

Done in ….., date.

For SEEHN:


................................................................

For …Partner Organization……:

…………………………………………

III. Human resources and policies and rules/procedures

SEEHN Secretariat Human Resource Guidelines (Personnel Handbook)
(effective as of July 2016) 

SCOPE AND APPLICABILITY

This document sets out the fundamental conditions of employment and the basic rights, duties and obligations of all the SEEHN Secretariat permanent (long-term) employees. They are the broad principles of personnel policy for the guidance of the Director in the staffing and administration of the Secretariat. Notwithstanding the aforementioned, a certain set of rules may apply to the short-term consultants and seconded personnel. The Director may provide and enforce such all rules and regulations consistent with these principles as he/she considers necessary. The Director bears the overall responsibility for ensuring the application of the HR Guidelines (Personnel Handbook) rules and procedures. The Director may designate any other employee to act in specific matters on his or her behalf.

In addition to Human Resources Guidelines (Personnel Handbook), the SEEHN Secretariat operation and rules and procedures are further regulated and outlined in the Host Country Agreement, MoU, internal polices ( Travel Policy, Leave Policy, Financial plan, etc.) and executive decisions. 

GENERAL DUTIES, OBLIGATIONS AND CODE OF CONDUCT

· The employees of the Secretariat are local and international staff, nationals of SEEHN member states. 

· In the performance of their duties, the employees shall neither seek nor accept instructions from any national governments or other authority external to the Secretariat and ExCom, nor shall they undertake external task to the work of the Secretariat without the approval of the Director.

· The employee’s conduct, whether or not connected with official duties, must never conflict with any interest of the Secretariat and its mandate, nor discredit the Secretariat or the SEEHN, or by any means offend the Host Country.

· The employees shall not, except in the normal course of official duties or with the prior approval of the Director, perform any of the following acts in the name of the Secretariat or the SEEHN:

a) Issue statements to the press, radio or other agencies of public information;

b) Accept speaking engagements;

c) Submit articles, books or other material for publication;

d) Take part in films, theatre, radio or television products in areas related to the purpose, activities or interests of the Secretariat or the SEEHN.

· Before accepting any honors, decoration, favor, gift or remuneration from any

government or source external to the Secretariat, the employee shall obtain the approval of the Director and Director will obtain an approval from Ex Com. The acceptance of customary gifts not exceeding the value of approximately 50EUR and the acceptance of normal hospitality shall not be considered a violation of this provision.

· The immunities and privileges granted to the Secretariat employees are spelled out in the MoU and Host Agreement between the Government of Macedonia and the SEEHN concerning the immunity and privileges of the Secretariat and its staff. 

· The employees should be informed and should familiarise themselves with the Host Agreement and shall observe the legislation of the host country. In case where the immunities and privileges become an issue, the employee shall immediately report to the Director.

· An employee who is arrested, charged with an offence, summoned before a court as adefendant in a criminal or administrative proceeding, convicted, fined or imprisoned for any offence shall immediately report this to the Director.

· The employee shall be responsible for informing the Director without delay and in writing of any change which might affect their status and entitlements under the Personnel Handbook.

EQUAL OPPORTUNITIES AND WORKING  ENVIRONMENT

· The Secretariat and its employees shall promote equality in their internal activities and dealings with colleagues and partners, and through the policies and practices of the Secretariat. The discrimination on the basis of ethnicity, race, national or social origin, political affiliation, political or any other opinion, religion or belief, gender, age, disability or sexual orientation is prohibited. The Secretariat shall counteract all forms of such discrimination and implement disciplinary measures in case of any harassment.

· The Secretariat, with support from the host country, shall provide a safe, secure and ergonomic workplace. Technologies, work organisation and job content shall be designed in such a way that the employees are not subjected to physical strain or mental stress.

RECRUITMENT AND EMPLOYMENT 
GENERAL PROVISIONS :

· The basis for recruitment of all employees is merit. Recruitment, contract extension/ prolongation or promotion shall be directed to securing the services of employees of the highest standard of ability, efficiency and integrity, recruited from and among nationals of the SEEHN member countries. No posts shall be reserved for nationals of any specific country, but Secretariat will ensure maximum geographical diversity. 

· The posts offered by the Secretariat shall be classified according to the nature of the

duties to which they relate and shall adhere to the job descriptions and rules and responsibilities of employees (positions). Temporary and part-time staff employed for miscellaneous tasks may also be hired to perform specific duties at the Secretariat as agreed by the Director and ExCom. 
· Contracts for both locally and internationally recruited employees shall be offered for a period of up to year, with the possibility of extension (for one year and longer). Contract extension excludes renewed application for the same positon. The Secretariat shall assist with matters concerning residence and work permit (visa, etc) and reimburse relocation expenses in connection with international staff recruitment. 

· .All employment contracts shall observe the terms of the host agreement and MoU.

· The personal file of each employee shall contain all documents concerning her/his

administrative status and all reports relating to her/ his ability, efficiency and conduct, as well as any comments by the employee on such documents. The personal file shall be confidential and may be consulted only in the offices of the Secretariat.

SELECTION PROCEDURES

· As a general rule, the employees of the Secretariat shall be selected through a competition procedure as stipulated in the SEEHN Selection Guidelines.

· The SEEHN Selection Guidelines are enclosed in the next chapter “Recruitment Procedures”.

PROBATIONARY PERIOD

· All employees shall be subject to a probation of maximum twelve months upon recruitment to the Secretariat.

· One month at the latest before the expiry of the initial contract/probationary period, a report shall be made on the ability of the employee to perform the duties pertaining to his or her post, as well as on his/her efficiency and conduct in the service. 

· The Director will notify the ExCom and the employee on the following:

a) Employee’s contract is extended;

b) Employee’s contract is not extended and shall be terminated 

· The report shall be communicated to the employee, who shall have the right to submit

his/ her comments or grievance in writing within a period of seven days.

· Should the employee resign before the probationary period, none of the afore mentioned shall apply. 

· ExCom decides on the performance of the Secretariat Director and is responsible to ensure the Secretariat always has Director or his/her designee in charge. 

CONTRACT EXTENSON

· The contract of the Secretariat Director may be extended by mutual agreement between the Director and the ExCom, the Presidency and at the approval of the majority of SEEHN members.

· Contracts of all other employees are extended by mutual agreement between the employee in question and the Director, subject to performance evaluation, and upon the approval of the ExCom.
APPLICATION FOR ANOTHER FUNCTION WITHIN THE SECRETARIAT

· Employees may apply for another vacancy/function within the Secretariat should they decide. If accepted, they will resign their current position and it will be advertised. The employee will undergo the same selection process for the position he/she applied as indicated in the selection guidelines. Relevant procedure stipulated in selection guidelines shall be applied in such cases.

SECONDMENT

· Acceptance of seconded personal is subject to approval by the majority of the SEEHN members, Presidency and ExCom and provided that the Ministry/organisation or sponsoring institution covers all costs incurred through the secondment, including overhead costs (travel, per diems etc.).

· During the period of secondment the seconded staff members shall be detached from his/her organisation and be assigned to the Secretariat.

Subject to approval by the majority of the SEEHN members and provided that the funds for the secondment originate from a voluntary contribution or an external grant, the Secretariat may second its employee to another organisation.

INTERNSHIP

The Secretariat shall offer internship opportunities to graduates, subject to the availability of funding. Requirements, terms of engagement and other regulations regarding internships are stipulated in the separate document (Internship Guidance).

PERFORMANCE EVALUATION/APPRAISAL

· The performance of each employee shall be formally appraised by the Director once a year in an appraisal/performance evaluation discussion.

· The purpose of the performance evaluation/ appraisal discussion is to:

a) Assist individuals to achieve their full potential and to enable them to work effectively, and

b) Improve the performance of the Secretariat.

· The work performance/evaluation appraisal discussion shall be based on the job description.

· The meeting for the performance evaluation/ appraisal discussion shall be announced at least two weeks in advance and a month prior to the employee’s contract expiration. 

· The satisfactory overview of the performance evaluation will result in the contract extension, recommendation for salary increase or reduction or position promotion as agreed by the employee and the Director. 

· A report with results of the performance evaluation/ appraisal discussion shall be included in the personal file of the employee and be kept by the Finance Officer and the Director for further reference and follow-up.

WORKING HOURS AND ATTENDANCE

· SEE Health Network Secretariat offices are open for business Monday through Friday between 8:00 a.m. and 5:00 p.m.  Within this time span, staff is expected to work an eight-hour day and use half an hour for break.  Workinghours of individual staff members are subject to agreement with the Director. 

· An employee may be required to work overtime occasionally because of the exigencies of the service.

· There shall be no financial compensation for overtime. Instead of financial compensation, the employee may be granted extra days of paid leave as agreed with the Director, and as stipulated in the SEEHN Leave Policy. 

· In exceptional or specific cases and in accordance with the nature of the work, subject to approval by the Director, the employee may work from an alternative work site provided he/she has access to the necessary equipment and may be reached by telephone and e-mail.

· Except in case of sickness or accident, an employee may not be absent from work without prior permission from her/his immediate supervisor (See SEEHN Secretariat Leave Policy). Without prejudice to any disciplinary measures that may apply, any unauthorised absence which is duly established shall be deducted from the annual leave of the employee concerned. If the employee concerned has usedup the annual leave, no salary shall be paid in respect of periods of unauthorised absence from work.

REMUNERATION PACKAGE

· The Secretariat has a system of remuneration in place established in accordance with MoU and host agreement. All remunerations are expressed and paid out in EURO for international staff and in MKD for local nationals.
SALARY POLICY

· The single salary scale for each employee will be automatically adjusted every year according to the actual annual inflation rate from the preceding year in the host country, unless otherwise decided by the SEEHNExCom and Presidency.

· The Host Country Agreement grants certain tax privileges to employees who are not local nationals or residents of host country. Those privileges however have to be formalized and operationalized in concent with the local Ministry of Foreign Affairs.

PENSION POLICY

· International staff at the Secretariat is eligible for the local pension scheme. The employees are encouraged to review the local pension system. The pension benefits will be deducted from employees’ salary and paid by the Secretariat. International staff may choose to invest in private pension schemes. Locally employed staff will receive employer-funded pension contributions payable by the Secretariat to the host country pension fund, at the local rate, calculated on the base salary. 

ALLOWANCE POLICY

· Post adjustment- accommodation allowance

Post adjustment is paid to internationally recruited employee, who has relocated from outside host county. The amount of foreign allowance is set at 1000 EUR Gross per month and is fixed. This allowance is subject to the local income tax.  It can be adjusted according to the annual inflation rate in the host country, or if otherwise decided by the Director and ExCom. 

· Relocation/ Repatriation/removal allowance

International staff who has relocated from outside host country is entitled to a relocation/repatriation/removal allowance at the end of his/ her contract. The minimum amount for this allowance is calculated based on the price of the round-trip flight ticket to the international employee home destination (repatriation location). In the event of the death of the employee, the allowance should be paid to his family members (spouses, domestic partners, dependents, parents). 

The relocation/repatriation/removal allowance is paid out with the last salary.

INSURANCES

· The Secretariat has arranged for group business injury insurance for all employees.

· The Secretariat has arranged for group business-related travel insurance for all employees 

· The insurance policies become effective as of the date of employment by the Secretariat of the employee in question.

· The Secretariat presumes that the employees and their family members have normal health records at the beginning of their employment and that they are insurable at that time. 

REPRESENTATION*
Social events are important for networking and fund-raising, and also raising profile of SEEHN

· Representation allowance is amount of money allocated for social events, receptions and entertainment of guests and visitors. The budget of the Secretariat has a yearly amount allocated for representation costs. Employee may request the Director to allocate a representation allowance in order to cover, on behalf of the Secretariat, expenses for representation relating to a specific event. Different representation rules may apply to activities financially supported by SEEHN member states, ExCom and Presidecy and partners.

DISCIPLINARY MEASURES

· The following disciplinary measures may be imposed:

a) Oral reprimand and/or warning;

b) Written reprimand and/or warning;

d) Termination of employment.

· The Director, and – in cases when a disciplinary measure is taken with regard to the

Director – the ExComChair, shall submit to the Secretariat and ExCom members and the employee concerned a report stating clearly the facts complained of and, where appropriate, the circumstances in which they arose, including any aggravating or mitigating circumstances.

· The employee concerned shall have 15 days from the date of receipt of the report initiating the disciplinary proceedings to prepare a response.

· The severity of the disciplinary measures imposed shall be commensurate with the

seriousness of the misconduct. To determine the seriousness of the misconduct and to decide upon the disciplinary measure to be imposed, account shall be taken in particular of:

a) Nature of the misconduct and the circumstances in which it occurred;

b) Extent to which the misconduct adversely affects the integrity, reputation or interests of the Secretariat and/or the SEEHN;

c) Extent to which the misconduct involves intentional actions or negligence;

d) Motives for the employee’s misconduct;

e) Employee’s grade and seniority;

f) Degree of the personal responsibility;

g) Conduct of the employee throughout the course of his or her career.

· If the Director and/or ExCom accuse the employee of serious misconduct, whether through a failure to honour his/ her professional obligations or through an infringement of the law, they may immediately suspend the employee accused of that misconduct for a specified or indefinite period, or terminate his/her contract. 

MISCONDUCTRESULTING IN FINANCIAL LOSSES

· An employee whose misconduct results in a financial loss suffered by the Secretariat and SEEHN will be required to partially or fully compensate the Secretariat. Should the financial loss be of a considerable extent, as a result of fraud, waste and abuse of official funds, the Secretariat may decide to take legal action in accordance with international criminal law or local laws if the perpetrator of the misconduct was local, host country employee.

SEPARATION FROM SERVICE

The employment of employee may be terminated in accordance with the terms of his/ her contract of employment or, subject to approval by the majority of the ExCom, if the services of the employee is unsatisfactory.

1. Resignation

· Employee may resign on giving one month notice. The employee may resign with no notice at all in which case his contract is immediately terminated. 

· In duly substantiated cases the Director, and – in cases when the resignationis submitted by the Director – the ExCom Chair, may shorten or waive the required notice period at his/ her discretion. The Secretariat shall pay all due salaries and benefits, allowances to the employee calculated until and within the last day in service. 

2. Completion of employment

In the absence of an offer of contract extension/prolongation or an acceptance of contract extension, employment shall expire automatically on the completion of the agreed period of service. Where it has been decided not to offer a contract extension/prolongation, the respective employee shall be notified thereof no less than one month before the expiry of the employment.

3. Termination of employment

An employment may be terminated prior to contract end date if the employee’s performance is deemed to be gravely unsatisfactory. The employee shall be given at least one month’s notice. Prior to termination action, the employee shall be given a written warning and a reasonable time to improve his/her performance. The employee is entitled to receive all the unpaid salary and benefits covering the period until his/her last day at work.

4. Abandonment of post

An employee  absent from duty without satisfactory explanation for more than 15 working days shall be considered to have abandoned his/her post and the appointment shall be terminated provided that the Secretariat has made every reasonable attempt to locate such an employee prior to termination of his/her appointment. The Secretariat will pay all salaries and benefits to the employee covering the period until his/her last day at work.  

DISPUTES

· An employee may appeal against any administrative action or decision affecting his/ her appointment status or performance on the grounds that the action or decision complained of resulted from one or more of the following factors:

· Personal prejudice on the part of the supervisor or of any other employee, co-worker;

· Incomplete consideration of the facts;

· Failure to observe or apply correctly the provisions of the HR Guidelines or the terms of his/her contract.

· Any disputes concerning the terms and conditions of employment, whether they have been agreed in an employment contract or set out in the HR Guidelines, shall in the first instance be resolved amicably, if possible.

· The Employee shall be entitled to request that the above mentioned complaint be submitted to a review by the Director and ExCom Chair. The final resolution of the dispute is given by the ExCom and ExCom chair. 

CLOSURE OF THE SECRETARIAT

· In the event the Secretariat is to close, the employees shall be notified in writing at minimum three months in advance.

· The Secretariat shall pay each employee compensation equivalent to the number of years/months of his/ her employment at the Secretariat multiplied by his/ her last salary. The maximum compensation shall be equivalent to six months’ salary.

· For all international staff, actual costs of removal of personal effects and household goods from the residence in host country to the residence in the home country or to another country of new appointment shall be reimbursed by the Secretariat. 

SAFETY, SECURITY AND RISKS

· SEEHN Secretariat is committed to providing and maintaining a safe and healthy workplace for all staff, and to providing the information, training and supervision needed to achieve this.

· The Secretariat will take responsibility for health and safety procedures, however, employees need to be aware of their responsibilities and comply with general rules of conduct and observe any safety policy in place. 

· Each employee is encouraged to play a vital and responsible role in maintaining a safe and healthy workplace through:

· Being involved in the workplace health and safety system.

· Sticking to correct procedures and usage of equipment.

· Maintaining the workplace orderly and clutter-free. 

· Ensuring all accidents and incidents are reported.

· Ensuring all damage to the property or office equipment is reported to Director, Administrative Officer or directly to host country ministry. 

· Helping new employees, trainees and visitors to the workplace to understand the environment and make them aware of any safety risk. 

· Informing Director immediately of any health and safety concerns, any damage, hazard or security breach.

· Keeping the work place tidy to minimise the risk of any infections and possible equipment malfunctions which can result in fire hazard, flood or other potentially dangerous situation. 

In case of large scale natural disaster or civil unrest in the host country, the Secretariat will take all appropriate measures to keep the employees safe and informed and, should the situation demand, assist the international personnel with emergency evacuation to their home countries. 
IV. Recruitment rules/procedures
Guidelines for the selection process
This guideline has been developed based on the World Health Organization / Regional Office for Europe procedures for recruitment of professional and general services staff.

Overview of the recruitment and selection process

	Step


	Responsible actors

	Estimated time



	1. Vacancy notice in SEEHN countries



	Vacancy notice advertised in newspapersof nine
 SEEHN member countries 
	SEEHN Interim Secretariat will organize the process (with WHO support)
	3 weeks



	2. SEEHN Selection Guideline

	Agreement on the SEEHN Selection Guideline received by the SEEHN Executive committee (SEEHN EC) Members
.
	SEEHN EC will approve the guideline  and request for consent will be sent to all the SEEHN countries.
	In parallel



	SEEHN Selection Committee (SEEHN SC) assigned, including Secretary of  the committee and Chair of the Committee.
	SEEHN EC will assign the members, and request for consent will be sent to all the SEEHN countries. 
	In parallel



	3. SEEHN  SelectionCommittee Meetings



	Consultation and agreement on the written3 test questions, competency-based interview questions, and presentation questions.
	SEEHN SC through e-mail and skype;

SEEHN Interim Secretariat will organize the online consultation meeting and share the WHO Competency based guideline (Annex1)


	1 week after the deadline of application for the candidates



	First Meeting of the SEEHN SC 
	SEEHN Interim Secretariat will organize the online consultation meeting


	2 weeks after the deadline of application for the candidates



	Finalization of the agreement on the written test questions, competency-based interview questions,  and presentation questions;
	SEEHN SC


	During the first day of the first meeting in Skopje (1 day)



	Screening applicants according to minimum requirements and development of scoring tables by using WHO model for scoring
	SEEHN SC


	During the first and the second day of the meeting 



	Preparing short- list of applicants (maximum 3-5 applicants) 
	SEEHN SC


	During the second day of the meeting (1 day)


	Identification of premises, date and time for the written tests (optional) and the competency based interviews (with presentation). 
	SEEHN SC

.


	During the second day of the meeting (1 day)


	Development of minutes from the first meeting of the SEEHN SC


	Secretary of the SEEHN SC. The Minutes will be signed by all the members of the SEEHN SC


	One week after finalization of the meeting



	Sending information for the date of written tests (optional) and the competency based interviews (with presentation) to the short listed applicants; 
	Secretary of the SEEHN SC

.
	Max 3 week after  the deadline of application for the  candidates



	3.1 Written tests*

 Written tests are optional. The Selection Committee will decide whether to undertake them or not, based on the number of short – listed candidates, and the initial screening of the applications

	Blind scoring of the written tests (in case undertaken)

*The tests will be marked only by numbers and will be send to the SEEHN SC for blind scoring, based on the previously defined criteria; 
	SEEHN SC

*The process will be administered by the Secretary of the SEEHN SC, based on the previously defined criteria; 
	Max 5 weeks after  the deadline of application for the  candidates



	Development of summary tables with results from the written tests;
	Secretary of the SEEHN SC

*This will be kept confidential until the beginning of the Second meeting of the SEEHN SC.  


	Max 5 weeks after  the deadline of application for the  candidates



	3.2 Interviews
 (including presentation) 

	Second meeting of the SEEHN Selection Committee
	Interim SEEHN Secretariat will organize the meeting
	Maximum 6  weeks after the deadline of application for the  candidates



	Performing competency based  interviews (including presentation) with the short listed candidates  

The topic of the presentation will be given 10-15 minutes prior to the interview, via e-mail and the applicant will have 60 minutes to send the presentation at the provided e-mail address.


	The interviews will be performed according to the previously developed schedule by the SEEHN SC, with a fix date and time. 

All candidates will be interviewed with the same method. 


	During the first and the second days of the meeting.



	SEEHN SC makes the final recommendations ( three most suitable candidates listed for each position)
	SEEHN SC


	Immediatelyafter

the interviews



	Minutes of the selection and final memorandum with the recommendation of the SEEHN SEEHN SC


	Secretaryof the SEEHN SC


	3 days after the meeting of the SEEHN Selection committee is finished

(by 18 May)

(by 22 May 2014)

	4. Confirmation of the selection process

	Confirmation of the selection
	The Chair of the SEEHN EC will send the recommendation of the Selection Committee to all the SEEHN countries for consent. After the consent is received, the Chair of the SEEHN EC and the current SEEHN Presidency will sign a decision.
	10 days


	Candidates informed
	A letter signed by the Chair of the SEEHN EC and the SEEHN current Presidency will be send to all the selected candidates
	2 – 3 daysafterreceipt of confirmation 



	Candidates hired
	SEEHN InterimSecretariat
	Max 2 weeks after they

are informed.

(by 15 June 2014)

	Total estimated time:  10 - 12 weeks


1.
General principles of the recruitment and selection process
1.1 These guidelines are issued to clarify the selection policies and procedures. The guidelines apply to posts for recruitment of personnel to be employed in the SEEHN Secretariat, under the rules and regulations outlined in the SEEHN Memorandum of Understanding (hereinafter MoU) and the Statutes of the SEEHN.
1.2 The principal consideration is to secure staff with the highest standard of competence, efficiency and integrity–the best person for the job.
1.3 The confidentiality of the selection process must be fully respected by all parties. The recommendations, comments and discussions in the selection committee are strictly confidential and should not be discussed with other parties outside the SEEHN Selection Committee (hereinafter SEEHN SC), neither immediately nor at any later stage. 
1.4 The process is governed by the MoU Articles which requires that the Secretariat is staffed by personnel from the SEE region selected by the SEEHN Executive Committee (hereinafter SEEHN EC) on the basis of their professional merit. The staff shall be recruited according to the competences required, without any discrimination, and taking into account gender and geographical balance as appropriate, through an open selection process, with applications invited from all member countries of the SEEHN. In addition, the SEE Health Network may accept staff secondments to the Secretariat for specific assignments.

2.
Vacancy notices

2.1 The vacancy notices will be advertised in the national newspapers of nine
 SEEHN countries.

2.2 The SEEHN Secretariat will obtain a decision signed by the Chair of the SEEHN EC to issue the vacancy notices.

2.3 Vacancy notices must be based on the post description. The minimum essential qualifications and other criteria to be used for screening applicants described in the vacancy notice should be reviewed by the SEEHN EC to ensure their consistency with the post description and their effectiveness in differentiating among the expected pool of applicants.

2.4 In order to facilitate the review of potential applicants, the SEEHN interim Secretariat will devise standard application form (personal history form) that the applicants will be instructed to fulfill. Any applicant who is found not to have replied truthfully should not be considered further.

2.5 All applicants will receive an automatic reply with the following message: 

Your e-mail application has been successfully received. 
Please note that only applications submitted by downloading and fulfilling the following form will be accepted:
 ftp://seehn:seehn@seehn.org/personal_form.doc  
In case you are short - listed we will send you further instructions to your e-mail address, at least 24 h in advance.
2.6. Once the vacancy notices are advertised the SEEHN Executive Committee will encourage the SEEHN National Coordinators to spread the information via relevant media in each of the SEEHN countries and to distribute the vacancy notice to addressees that are potential sources of applicants.

3.SEEHN Selection Committee: composition, roles and responsibilities

3.1 Members of the SEEHN SC, shall be assigned by the SEEHN EC. The SEEHN SC shall be composed of: 

· One Representative of the SEEHN Exe Com (Chair)

· One representative, nominated by the Regional Director of the WHO Regional Office for Europe, (nominated from the Human Resources Department of WHO/EURO);

· Two representatives nominated from the SEE Regional Cooperation Centers;
· One representative from SEEHN Secretariat
The decision for assignment of the SEEHN SC shall be signed by the Chair of the SEEHN EC and the SEEHN current Presidency.

3.2 The National Coordinators from the other SEEHN countries shall be informed on the procedures and timing of the selection process and are allowed to participate as observers during the SEEHN SC meetings. The financial implications for their participation shall be covered by their respective country.  
 3.3 Roles and responsibilities:
All members of the SEEHN Selection Committee shall have the right to voice their opinion during the selection process as to the suitability of each candidate and to ensure that the procedures are followed correctly and consistently. In as far as possible recommendations should be made by consensus.
Chair: the Chair should have experience in the work with the SEEHN network, relevant to the requirements of the vacancy. In addition to chairing the meeting and ensuring compliance with the rules and procedures, the Chair also facilitates discussion to reach consensus in the assessment of each competency and solicits a composite grade. The Chair can take the final decision if the SEEHN SC does not reach consensus. This is to be reflected in the minutes.

Secretary: the Secretary is responsible to take minutes of the meeting and to further communicate with the applicants for any additional documents that they have to submit (e.g. references etc), and all other correspondences related to the selection process, until the end of the process. The Secretary is also responsible to develop the final minutes for the meeting as well as a confidential memorandum, with the decision of the SEEHN SC, for signature by the Chair of the EC, as well as the current SEEHN Presidency.   
4.
Procedures prior to the SEEHN SC meeting
4.1 All the applications will be collected via the SEEHN Secretariat which will prepare a file with applications and a separate list of applicants for each of the positions. No applications may be accepted after closure unless they are clearly postmarked as having been sent prior to the deadline stated in the vacancy notice. 
4.2 WebEx or Skype conference will be used among the members of the SEEHN SC to be able to agree upon the selection procedures, in case necessary. At least one Skype conference will be organized with support of the SEEHN Secretariat two weeks prior to the selection meeting. Additional Skype conferences might be organized on request of one of the members of the SEEHN SC. 

4.3 When the statutory period for receiving applications has ended, the SEEHN Secretariat will inform the SEEHN EC, and two meetings of the SEEHN SC will be organized consequently, at the SEEHN Secretariat in Skopje, Republic of Macedonia or via Skype The first meeting will be organized maximum two weeks after the deadline for receiving of the applications and the second meeting will be organized maximum 6 weeks after the deadline for receiving of the applications.  The SEEHN National Coordinators will be informed at least two weeks in advance on the scheduled date of this meeting, with a given deadline to register themselves as observers to the process. 

5.
Meetings of the SEEHN SC, establishing short lists and interviewing of the candidates
Establishing short list of candidates

5.1When the statutory period for receiving applications has ended, the SEEHN interim Secretariat will inform the SEEHN EC and the first meeting of the SEEHN SC will be scheduled with duration of three working days. This meeting will be scheduled maximum two weeks after the deadline for submission of the applications National Coordinators will be informed at least two weeks in advance on the scheduled date of this meeting, with a given deadline to register themselves as observers to the process. 

 5.2 During the first day of the first meeting the SEEHN SC will develop the lists of competency based questions, the list of questions for the written tests and will identify the topic for the presentation during the interviews.
5.3Members of the SEEHN SC should have received the WHO guidance on competency-based selections in advance. 
5.4 The Chair of the SEEHN SC should ensure that all members are clear about the process, the development of interview questions and the scoring and that all questions are assigned and that any other matters are clarified.
5.5 During the second day of the first meeting the SEEHN SC screens applicants and develops a complete list separated into three broad categories:(1)applicants who have the strongest match to the stipulated qualifications, (2)applicants who might meet some of the requirements but are not recommended, (3)applicants who clearly do not meet the minimum requirements.

5.6 The SEEHN SC must base the short-list on an analysis of the selection criteria for each applicant and clearly indicate the criteria for short-listing i.e. weights attributed for education, experience, languages, training, assets etc., using a standard format pre – developed by the SEEHN SC. In preparing the list, the SEEHN SC should only use selection criteria that are specifically mentioned in the vacancy notice. 

5.7 Maximum 3-5 applicants for each of the SEEHN Secretariat posts will be short – listed. The short-list must be treated with the strictest confidence.

5.8 Written tests are optional. The SEEHN SC will decide whether to undertake them or not, based on the number of short – listed candidates, and the initial screening of the applications.
5.9 After the short – list is finalized, organization and identification of premises, as well as development of list with date and time for the written tests (optional) and the interviews will be performed by the SEEHN SC. The written test may be administered by/a TA, WHO or UN office that is closest to the place of residence of the candidate; if such venues are not available, alternative arrangements will be made. The organization of the process will be performed with WHO/EURO support
5.10 The SEEHN SC will Inform the short – listed applicants by e-mail and telephone on the date and time of the written tests (optional) and the interviews as well as the method for conducting the interview (face-to-face, videoconference or other appropriate technology). The same chosen method should apply to all the interviewed Candidates.

5.11 The Secretary of the SEEHN SC will ask the short-listed candidates to provide references from recent employers/supervisors (maximum of the references indicated by them). References for the short-listed candidates should be provided to the Selection committee prior to the making recommendation and will be checked by the SEEHN SC (e.g. telephone or email exchange).
5.12 All short-listed candidates must be informed at least one week in advance on the date and time of the competency – based interview. All short – listed candidates must be interviewed. 

Written tests

5.13 Written tests may be used to assess the level of knowledge and skills already acquired by an individual and how they apply such specific knowledge and skills in line with the functions and responsibilities of the vacant post. If endorsed by all members of the SEEHN SC, the Secretary of the SEEHN SC contacts all the short-listed candidates to sit a written test. The written test may be administered by /a TA, WHO or UN office that is closest to the place of residence of the candidate; if such venues are not available, alternative arrangements will be made. The organization of the process will be performed with WHO/EURO support. 
5.14 Tests will be blind scored by the SEEHN Selection Committee Members. The process will be administered by the SEEHN Selection Committee Secretary. Written test scores should be disclosed to the SEEHN Selection Committee after all interviews have been terminated. In case of a disagreement in scoring between the members of the committee, the committee can request to jointly review the actual tests and will make the final decision.

Interviewing the short-listed candidates

5.15 The competency - based interviews (with presentation) will be held during the second meeting of the SEEHN SC in Skopje, via Skype conference. The interviews may be undertaken at a WHO or UN office that is closest to the place of residence of the candidate; if such venues are not available, alternative arrangements will be made. The process will be organized by the SEEHN SC Secretary with support of WHO/EURO.  The topic of the presentation will be given 10-15 minutes prior to the interview, via e-mail and the applicant will have 60 minutes to send the presentation at the provided e-mail address.
5.16 When opening the meeting, the Chair reminds the SEEHN SC of the confidentiality of the meeting. In order to ensure consistency and fair and equal conditions, only the questions agreed by the committee may be asked. However, any committee member may put forward follow-up questions and ask for further clarification or elaboration. Only the previously agreed competencies will be assessed by the committee.
5.17 Immediately following each interview the committee members score the competencies and assess the presentation, when applicable. The score, in as much as possible, should be consensual and based on tangible observed indicators.
5.18 The candidates are evaluated based on the following weighted elements already agreed by the committee members during the preliminary procedures:
· result of the written test (if undertaken) and/ presentation;
· competency-based interview.
5.19 Since education and previous experience were considered in connection with establishing the short-list, these elements should be notre-visited except in cases where the committee has difficulty ranking the candidates.

Confirmation of the selection process

5.20
The final recommendation for decision by the SEEHN EC, when possible, lists up to three candidates in ranking order.
5.21 The ranking of candidates as recommended by the committee is prepared by the Secretary and signed by each member of the SEEHN SC. The Secretary prepares the minutes and a confidential memorandum that reflects the committee’s recommendation within three working days. The Chair of the SEEHN EC will send the recommendation of the SEEHN SC to all the SEEHN countries for consent. After the consent is received, the Chair of the SEEHN EC and the current SEEHN Presidency will clear the memorandum and the minutes of the committee and sign the final decision. 

5.22 The Chair of the SEEHN EC informs the selected candidates once the process has been completed.
5.23 If the SEEHN Executive Committee does not select one of the recommended candidates, the post will be re-advertised and all the applicants will be informed that the vacancy has been reopened.

6. Offer of appointment and effective date of appointment

NB:  This part should be developed by outsourced legal advisor as per the MoU requirements. 
V. Leave policies and rules/procedures
*This policy and its provisions outline basic conditions and entitlements for the employees of the SEEHN Secretariat. It only applies to local and international staff employed in the Secretariat on one-year employment contracts. The policy does not apply to short-term technical consultants, advisors, seconded personnel or other officials involved in work of SEEHN.*    

1.0 ANNUAL LEAVE

1.1 Each employee is entitled to twenty-four (24) days of paid annual leave/vacation per year i.e. earned 2 days per month of employment (which is a maximum number of days indicated in their employment contracts). The employee is entitled to 100% salary and all other benefits during the annual leave. 

1.2 Under special circumstances, due to the nonreimbursementof overtime, each staff member who, due to the nature ofher/his tasksand/or specific work situation (i.e., preparations of meetings, events, etc.), works overtime during an extended period of time may be given seven extra leave days peryear subject to approval of the Director.  

1.3 An employee applying for a leave shall send out an email to the Director, and in his or her absence to the Administrative Officer, indicating days of absence and submitting the Leave Request Form.

1.4 Annual leave shall be taken subject to the demands of the work load and preferably in coordination with other employees, but the personal circumstances and preferences shall, as far as possible, be taken into account. Annual leave may be taken all at once or in several periods as the employee decides. 

1.5 Annual leave can be postponed due to sickness, if the employee falls ill before or during

the vacation, has reported this to the Director and presented a medical statement.

1.6 The employee can carry forward ten days of annual leave to the next calendar year.

1.7 There shall be no financial compensation for unused leave days at the end of the employment contractunless this has been agreed with the Director at least two months before theend of the employment contract.

1.8 Employee requesting annual leave shall fill out the leave application form, submit it to the Director (or Administrative Officer) and Financial Officer for approval, preferably 10 days before the intended leave.
2.0 PUBLIC HOLIDAYS

2.1 The Secretariat shall observe the official local (Macedonian) public holidays and days designated as equivalent to public holidays. Official public holiday list will be distributed to employees at the beginning of the calendar year.

3.0 SICK LEAVE POLICY

Employees who become incapacitated from the performance of their duties due to illness or injury or whose attendance is prevented by public health requirements shall be granted sick leave in accordance with the following provisions:

3.1. Each employee is entitled to fully paid sick leave which shall not exceed 30 working days per year. Employee shall be responsible of informing the Director as soon as possible about theirabsence due to illness or injury, verbally or in writing (via email).

3.2 The employee does not have to present medical statement for sick leave less than seven days. Should the sick leave period exceed seven days, the employee may be requested to

· present a medical statement. Failing this, and unless failure to present the medical statement

· is due to reasons beyond her or his control, the employee’s absence shall be considered as

unauthorised.
3.3 The employee is authorized to full compensation and benefits during the sick leave.

3.4 The maximum amount of paid/compensated sick leave per year is 30 days.  Should the employee require sick leave in excess of 30 days, he/she will have to cover the cost under health insurance benefits of the host country or his/her home country (for international staff).

3.5 No later than 5 days upon employee’s return to the office he/she shall fill out theleave request form and submit it to the Director (or the Administrative Officer) and Financial Officer for signatures.
4.0 LEAVE WITHOUT PAY

4.1 Employees are entitled to leave without pay in case their personal circumstances require extended absence from post. The maximum amount of leave without pay granted to employees is 60 days per year.

4.2 The employee should request leave without pay in advance, fill out the leave request form and get the approval from the Director. 

5.0SPECIAL LEAVE
The following special paid leave is granted to the Secretariat employees in addition to the aforementioned types of leave:

5.1 Leave on birth of a child

5.1.1. Employees shall be entitled to parental leave according to the local Labor Law.

5.2 Leave to care for a child
5.2.1 Employees with minors dependent are entitled to a special leave with full pay

due to child’s sickness. 
5.2.2 Maximum 10 days per year in total may be taken by the employee.
5.2.3 Employees shall be responsible of informing the Director as soon as possible about theirabsence due to child’s sickness. Upon return to the office, the employee shall fill out the leave request form and submit it to Director (or Administrative Officer) and Financial Officer. 

5.3. Leave due to wedding

5.3.1. In relation to the employee’s own marriage or entrance into official partnership, he or sheis entitled to a five-day leave with full pay.
5.3.2 The employee requesting leave for wedding shall fill out the leave request form and submit it to the Director and Financial Officer at least 10 days before the intended leave.

5.4. Compassionate leave

5.4.1. Compassionate leave shall be granted in relation to a serious illness or death of a

close relative/family member. As a general rule, the employee shall be granted five-day leave with full pay.Employee shall be responsible of informing the Director (verbally and in writing) as soon as possible about theirabsence due compassionate leave.
5.4.2 No later than 5 days upon employee’s return to the office he/she shall fill out the leave request form and submit it to the Director (or Administrative Officer) and Financial Officer. 
5.5. Leave due to change of accommodation/relocation

5.5.1. In relation to change of his or her accommodation/residence, the employee is entitled to a two-dayleave with full pay. The employee should fill out the leave request form and submit it to the Director (or Administrative Officer) at least five days before intended leave. 

VI. Travel policies and rules/procedures

TRAVEL

The SEE Health Network (SEEHN) senior governmental officials, namely the National Health Coordinators (NHCs), the SEEHN Executive Committee members, the SEEHN Secretariat employees, health professionals from the SEEHN Member States and their Regional Health Development Centers (RHDCs) as well as other SEE national or international consultants, all of these thereafter called “Authorized Travelers” (AT), may be required to travel away from their posts of assignment for official business of the SEEHN and incur costs related to domestic and international travel.  Authorized travelers on SEEHN business, organized by its Secretariat with an approved Travel Authorization (TA) , are entitled to per diem to cover meals and incidental travel expenses, transportation (e.g., airfare, rental car or by own vehicle) and hotel accommodations, as needed, which meet reasonable and adequate standards for convenience, safety and comfort.  Authorized travelers are expected to exercise the same care in incurring travel expenses, as a prudent person would exercise if traveling on personal business, using personal funds.

1.
Travel Standards And Allowable Costs

· Authorized travelers are expected to use low cost, reasonable means of travel and to exercise the same restraint that a prudent person of moderate means would exercise if traveling on personal business using personal funds.

· Travelers should obtain approval from the SEEHN Secretariat Head, thereafter called “Head” or his/her delegate before engaging in domestic or international travel.  A Travel Authorization form (Attachment A), thereafter called “TA”, should be submitted to and approved by the Head or his/her delegate before travel arrangements are finalized. Travelers will not receive a travel advance without an approved TA. Prior to issuing and approving a TA for any traveler, the Head should obtain approval from the Chair of the SEEHN Executive Committee.

· The Head may establish policies and procedures for in-country travel by in-country staff.  This would include establishing standards for meals and accommodations, and the method for determining acceptable costs (i.e., an in-country per diem rate for meals and incidental costs, actual costs for accommodations up to a defined limit, or other variations).  Accommodations must be based on actual expenses as evidenced by receipts.  Locally established travel standards must be within the rates established by SEEHN Secretariat. 

a. Air Travel

· The lowest cost, economy-class fare between the city of origin and the destination should be sought. Selection of other routes must be justified and approved by the Head.  Airline tickets should not be purchased until the traveler has an approved TA.  
· Trips should be planned and airline tickets booked well in advance to take advantage of lower cost advance-purchase discounts.
· In principle airline tickets should be paid by the Secretariat directly to the travel agency or airline, unless otherwise approved by the Head. In the event that a trip involves primarily personal travel, the traveler should purchase the ticket with personal funds and seek reimbursement for the work-related portion.  A travel advance may not be issued or used to cover costs that are not work-related.
b. Lodging

· Hotels of moderate and reasonable comfort should be sought rather than deluxe or luxury accommodations.  When traveling, each authorized traveler should use his/her best judgment in selecting a location and hotel.  SEEHN Secretariat considers the safety and health of its employees to be of paramount importance.  

· Authorized travelers will be reimbursed for actual, reasonable costs of lodging on submission of receipts.  However, budgeted amounts may not be exceeded.

c. International Meals (Per Diem)

· Per-Diem rates cover the cost of meals, beverages, and small incidental expenses during travel.  

· Authorized travelers will be reimbursed according to SEEHN Secretariat's "international" per diem rates for the country and/or city where the travel occurs.  

· Per diem rates for meals should be prorated on travel days based on arrival/departure times (quarter basis) and if the traveler is provided meals on conferences, forums, plenaries, at trainings, or other SEEHN Secretariat social or work events.

· Only 75% of per diem can be claimed on the first and last day of travel.

· The normal breakdown of per diem rates are:

· Breakfast:  15%

· Lunch:  25%

· Dinner:  40%

· Incidentals:  20%
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The current rates approved by the  SEEHN Executive Committee Chair and the Head of Secretariat are shown below and will be subject to future updates.

	COUNTRY
	City

	Per diem USD including Hotel
	Hotel component %
	Hotel amount USD
	Per diem

	Republic of Albania
	Tirana
	174
	66%
	114,84
	59,16

	Bosnia and Herzegovina
	Sarajevo
Banja Luka
	164
120
	51%
	83,64
61.2
	80,36
58.80

	Republic of Bulgaria
	Sofia
	159
	62%
	98,58
	60,42

	State of Israel
	Tel Aviv
	410
	66%
	270,60
	139,40

	Republic of Macedonia
	Skopje
	167
	57%
	95,19
	71,81

	Republic of Moldova
	Chisinau
	147
	59%
	86,73
	60,27

	Montenegro
	Podgorica
	144
	64%
	92,16
	51,84

	Romania
	Bucharest
	213
	62%
	132,06
	80,94

	Republic of Serbia
	Belgrade
	180
	64%
	115,20
	64,80

	Belgium
	Brussels
	342
	58%
	198.36
	143.64


	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	Breakdown of Per diem rates
	% of Per diem
	
	
	
	
	

	
	
	
	
	
	
	

	Breakfast
	15%
	
	
	
	
	

	Lunch
	25%
	
	
	
	
	

	Dinner 
	40%
	
	
	
	
	

	Other incidental costs
	20%
	
	
	
	
	


Source: Current Per Diem / Official WHO/UN Per-Diem and Stipend Rates, http://apps.who.int/bfi/tsy/PerDiem.aspx
The SEEHN Secretariat has the right in special cases when the organizers are providing full boarding not to provide incidental costs and, thus, to save funds of the SEEHN own resources.

e. Automobile Travel

· Whenever a personal automobile is used for SEEHN Secretariat business travel, the approved reimbursement will be made on a per-kilometer basis.  The per-kilometer rate established by the Head in accordance with SEEHN Secretariat policies and procedures is currently 0.375 Eur per kilometer. The kilometer allowance rate represents full compensation for the cost of operating the vehicle, including fuel and depreciation.
· When more than one person travels in the same vehicle, only the owner of the vehicle will be reimbursed for kilometers driven.  
· SEEHN Secretariat is not liable for any physical damage or loss to a personal vehicle.  The owner of the vehicle is expected to have coverage through a personal auto insurance policy.
· A traveler using a rented vehicle will be reimbursed the actual costs of the rental, fuel and liability insurance.  The "prudent person" rule applies to the type of vehicle rented.
· If a traveler uses the rental car for personal use while on a business trip and, as a consequence incurs additional costs (e.g., kilometer charges) then the traveler will be responsible for reimbursing SEEHN Secretariat for those costs and any fuel expenses.  
2. Travel Advances And Expense Tracking AND REIMBURSEMENT

POLICY

a. Travel Advances 

· Travel advances can be provided to authorized travelers from the Secretariat office, one to two days prior to their departure.  Authorized travelers should make a realistic assessment of estimated travel expenses.  These include a reasonable estimate of lodging costs, per diem rates based on the location and number of travel days, and a small amount for an emergency reserve.  Estimated costs of travel will be included on the travel Advance/ Expense form (Attachment B) and approved by the staff's immediate supervisor. 
· Authorized travelers can request the advance in Euros which are widely accepted and more easily converted into the currency needed.
· A separate travel advance must be requested by each traveler.  Advances for more than one traveler may not be given to one individual.
· For international travel, advances must be cleared within ten (10) business days after the traveler returns to the originating destination. Unused advances may not be carried into a subsequent trip or utilized by the employee for other purposes.  
· Subsequent travel advances will not be provided to travelers until all previous advances have been cleared in full and any unused funds returned by the staff member to SEEHN Secretariat.
b. Travel Expenses

· Travel advances will be accounted for on a travel expense report. (Attachment B).
· Expenses will be recorded on the travel expense report in the currency they were incurred.  Proof of actual exchange rate(s) incurred by the traveler should be attached and the applicable exchange rate(s) shown clearly on the travel expense report.  Receipts should be organized in the same order as the expense appears on the travel expense report and stapled to the back of the expense report.  All travel expenses, should be itemized.
· Travel expenses must be supported by original receipts attached to the travel expense report. These should be sent to the SEEHN Secretariat office at 50 Divizija No. 6, Skopje, R. Macedonia. Scanned copies of the original documents will be used for reimbursement and will be kept until originals are sent to be replaced with photocopies and undocumented expenses will not be reimbursed except in unusual circumstances where it is not possible to obtain original receipts.
· All travel expenses reports showing a balance due from the employee to SEEHN Secretariat (i.e., the amount by which the advance exceeded expenses) must be accompanied with full payment by a bank deposit. The advance will not be fully cleared until the traveler has submitted both his/her expense documents and any unspent cash balance.
· Travel expense reports should be reviewed and checked by the Financial Officer before they are submitted to the Head for final approval. The Financial Officer should evidence the accuracy and compliance with SEEHN policies and procedures by signing and dating the expense report.
c. Travel Expenses Reimbursement

Once approved travel expenses will be reimbursed no later than 15 days upon submission, together with the Banking info Form (Attachment C).

VII. CONSULTANTS (CONTRACTS, ETC.) RULES/PROCEDURES, CONTRACT DOCUMENTS

The term "Technical Services Agreement" (TSA) refers to an agreement for research or other technical projects/investigations. Technical Services Agreements (TSAs) which have been reviewed and recommended for funding by an established scientific or technical review body are exempted from SEEHN’s rules on competitive procurement and Executive Committee (EC) review. The review by an established 
executive committee or similar review body must include an evaluation of the TSA budget and/or proposed costs. 

In the event a TSA has not been reviewed and recommended for funding by an established steering committee or similar review body:

· an adjudication report (see section VI.1.3) is required in the event the amount payable under the TSA exceeds US$ 15,000; and

· in the event the amount payable under the TSA is equal to or exceeds US$ 200,000, or in the event it can reasonably be expected that the work under the TSA is part of a larger piece of work which will require a total contractual expenditure that may exceed US$ 200,000, the TSA must be submitted to the EC for review and approval.

All TSAs must include a budget, specifying the maximum amount payable under the agreement. Responsible officers should normally avoid the use of advance payments in TSA arrangements, in accordance with good financial management practices. If an advance payment exceeds 50% of the TSA total, prior approval by the the Director and Finance Office ris required.

Direct Financial Cooperation

Under Direct Financial Cooperation (DFC) arrangements, payments are made by the SEEHN Secretariat to cover the cost of items or activities that would otherwise be borne by Member states, in order to strengthen their health development capacity and ability to participate more effectively in, or to meet their commitments to, SEEHN technical cooperation at country level. DFC contributes directly to the achievement of SEEHN's programme of work and DFC activities are to be planned at the beginning of each year. Proposals must therefore clearly show how DFC activities are linked to key programme deliverables/results. DFC must not be used where activities can be carried out more effectively and efficiently directly by SEEHN. The reason for selecting DFC as the mode of implementation must be included in the DFC supporting documentation by the responsible programme officer. 

Direct Financial Cooperation activities are subject to the same standards of health programme accountability and evaluation in terms of relevance, efficiency, effectiveness and impact as any SEEHN technical cooperation programme, project or activity at country level.

Direct Financial Cooperation must be the subject of a formal agreement that is linked to an approved work plan for a SEEHN activity at country level. An agreement must be in place prior to committing any funds. The agreement should show the relationship of the activity to the national health plan, health development. The agreement should include a proposed budget and categories of expenditure, and the period over which the expenditures are to be incurred. In all cases it must be ensured that DFC activities are in compliance with donor requirements. The cost estimates must be reviewed for reasonableness by the responsible SEEHN officer and cleared by the Director before approval. All DFCs must be cleared by a responsible administrative staff member for the reasonableness of the budget and types of activities funded. Draft agreements and budgets for DFC arrangements exceeding USD 50,000 must also be cleared by the Director and Ex Comitee.  

The DFC contract generated should be printed for the responsible officer's signature and sent to the government for countersignature.

The activity described in the agreement must commence within three months from the date of the agreement and must be completed within a maximum of one year from commencement, or within the period of funds availability, whichever comes first. Commitments incurred in a financial period are for activities which must begin in that financial period. DFC activities should be planned for completion (delivered) by the award end date.
The final deliverable is the "DFC Report" which has two parts:

1. a technical report whose level of detail is commensurate with the value of the DFC contract, and

2. financial certification using the due within three months of completion of the activity. The Financial report must include a detailed expenditure breakdown, by category of expenditure, following the original approved budget. A brief summary of the required technical report is included in the Financial report. Financial reports are deemed acceptable if certified by the responsible technical officer. 

Both the technical report and the Financial report should be filed at the Secretariat when recording the receipt of the final deliverable "DFC Report". The existence of a Financial report is verified by the Ex Com.

Initial payments may be made upon signature of the DFC by both the contractual partner and the SEEHN Secretariat. Full payments are only allowed for one time activities of a short duration (up to 3 months only) or USD 50,000 whichever is less. Ex Com approval is required for full payments above USD 50,000. Further payments may be made as per the schedule of payments and deliverables in the signed agreement, which may include submission of interim technical reports and financial statements for prior releases.

Cheques or bank transfers should, as a general rule, be made payable to a government, governmental agency or specific ministry, and not to individuals. 

DFC payments shall be withheld from contractual partners (e.g. agencies, ministries, department) that have overdue technical reports and financial certifications (DFC report), unless the Director exceptionally approves further payment upon receipt of sufficient justification for the delayed or incomplete reporting. The Financial Officer must approve payments to recipients with reports overdue by more than one year.

Since DFCs are considered to be grants by the SEEHN, there is no requirement to submit an adjudication report. The TSA will normally include one or more "contractual documents" (i.e. documents that form an integral part of the contract itself), such as, for example:

· the research protocol and/or terms of reference; and

· the project budget.

If required, the TSA may also include a document modifying the TSA General Conditions (see related content), which will require clearance from the Executive Comitee.

These documents must be explicitly referenced in the agreement as forming an integral part of the TSA, in order to become legally binding integral parts of the agreement.

Supporting documents

A number of "supporting documents" (i.e. internal clearance and processing documents) are required to be collected in order to ensure timely clearance and processing of the agreement within the Secretariat These can include one or more of the following:

· ethical review information and clearances;

· administrative clearance documents (e.g. approval of established scientific or technical review body);

· adjudication report or signed approval covering sheet;

· request for advance payment, duly signed and approved.

All documentation relating to each TSA should be stored in a separate folder in the SEEHN Secretariat records management system.

Staff having a financial interest in or personal connection to any potential TSA contractors should not have any involvement in the procurement action or contract management and oversight.

If work to be performed under a TSA requires the submission of a Declaration of Interest (DOI) by the Principal Investigator, the responsible officer must ensure that DOI procedures are fully complied with, in accordance with section.

Procurement of Goods and Services

Preselection of potential bidders 
Selecting potential contractual partners

Goods and services may be procured in markets which are open and commercial to varying degrees. These goods and services and their markets can be said to fall into three categories, for which slightly different guidelines on selecting partners are to be recommended as outlined in the below table. For some supplies/services, a panel of contractors is established.

1. Goods or services readily available in a commercial market

Examples/ Factors in the decision/ Procedure/ Adjudication report

Web-site creation, graphic design, data analysis of an unspecialized nature, commercially available consulting services. Cost is likely to be an important factor, as important as quality of work. Availability is not generally a major issue. By the SEEHN Manual provisions for invitations to bid in relation to value of the contract, and note that the SEEHN threshold for mandatory sealed bidding and approval by the Executive Committee is US$ 200 000.

Should clearly explain the objective process used to find and select the partner. Should list candidates not selected and explain why they were not selected in detail for each one

2. Technical goods or services of a specialized nature, where a market may exist but is not commercial in the usual sense, or is not wide-spread.

Technical units of relevant organizations an entities may know personally the limited number of laboratories or experts in a field involved in work of the nature required.

Examples/ Factors in the decision/ Procedure/ Adjudication report

Technical or academic report writing in a narrow field. Highly specialized data or laboratory analysis. Consulting in a field of very narrow technical expertise. Availability and quality of work in a specific area are likely to be factors as important as or more important than cost.
In relation to value of contract, consider and investigate several possible partners, either in writing or verbally, for price, availability, quality of work etc. Written invitations to bid may not be appropriate for contracts of a lower dollar value, but several possible candidates should be considered and consulted.Should clearly explain the objective process used to find and select the partner; should list candidates not selected and explain why, in detail, for each one. 
3. Technical goods or services of a highly specialized nature, where no commercial market exists and there is effectively only one source of supply. This is rare.

Examples/ Factors in the decision/ Procedure/ Adjudication report

The only national laboratory approved by both SEEHN and the Ministry of Health in the country in question; an approved SEEHN Collaborating Centre already in partnership with the SEEHN on the development of a given project; a medical institution carrying out a large project already approved under other budgets to which SEEHN is contributing only a portion of the total cost of the project.

Single source of supply is the sole factor.

Exceptional ability to carry out the work does not necessarily mean no other potential partners are considered. If other partners were considered and rejected, treat the matter as category 2, and explain why this partner is preferred to other partners. Justify the decision as "sole source" only if no other potential contractors are available to consider, not if other candidates are considered and rejected.

Ensure to a reasonable degree that this is indeed the sole source of supply. Should clearly justify why this is the sole source. Note that this is a rare situation, and justifications should be correspondingly clear and strong. 
Bidding process for commonly used contractors/services

Where commercial goods or services such as office furniture, graphic design or web-site creation are frequently used it may be more convenient to establish annually, a panel of contractors whose prices per unit or page, hour, or other unit have been established. Selecting such vendors for work at established prices, avoids the need to request bids for every job. Individual contracts can still be prepared for each job as it arises, referring to the established price list. 
Establishing panels of contractors

To establish a panel of frequently used contractors, the normal bidding process is followed. In the invitation to bid, the general nature of the work to be undertaken over the course of the year is described, and bids requested reflecting unit costs (by page, word, hour etc.). It should be clear in the bid that this does not confer the exclusive right to provide such services to the SEEHN.

An adjudication report i.e Bid Analyses should describe the final selection of one or more contractors from all those SEEHN bid, and should provide the prices determined for future work.

The vendor panel established in this way can be kept for a year or longer, as approved by the Executive Committee, provided prices are relatively stable in the field and no new vendors come on the market. Adjudication reports for each subsequent job of US$15,000 and above need only refer to the initial process and provide a copy of the initial report and the Executive Committee approval.

Invitations to bid should still be put forward for work that differs dramatically in scope or type from that initially described in the initial invitation.

Local and global or regional procurement

For procurement of goods and external services, the workflow will vary according to whether the procurement is local or global.

For services, a local procurement is one where the supplier is in the same country as the person who requested the purchase. For example, the purchase requestor and supplier are both in Macedonia (local); the purchase requestor is in Macedonia but the supplier is in Serbia (global/regional).

For goods, a local procurement is one where the supplier is in the same country as the consignee (recipient). For example, the consignee and supplier are both in (local Country); the consignee is in local Country but the supplier is in neighboring country (global).

In the rare case that a global procurement involves reclaim of VAT, the Financial control and procurement expert shuld be consulted.
Consultant Contract

Definition

A consultant is an individual who is a recognized authority or specialist in a specific field, engaged under a temporary contract in a technical advisory or consultative capacity. A consultant must have special skills or knowledge and performs functions for which there is no continuing need in the SEEHN. The functions of a consultant are results-oriented and normally involve analysing problems, undertaking researches, monitoring and evaluating programmes, directing seminars or training courses, preparing documents for conferences and meetings or writing reports on matters within their area of expertise on which their advice or assistance is sought.

The consultant is engaged for the purpose of performing a specific time-limited piece of work for the SEEHN in a technical advisory capacity or consultative capacity, and, normally :
a. the nature of the work requires the presence of the individual on SEEHN premises for more than an occasional visit; and/or

b. the work to be performed requires colaboration and close SEEHN technical guidance; and/or

c. the work requires the individual to undertake travel for the SEEHN, including to areas affected by disease outbreak or areas where a public health problem is prevalent.

Consulting Agreement for Performance of Work (APW)

An APW is to be used when a person or an institution is to provide a service to SEEHN, i.e. is to perform a specific piece of work (normally of short duration) without supervision by an officer of the SEEHN. The work is normally done off SEEHN premises and it cannot include funds to cover duty travel.

Authorized signatories and approval process

Authorized signatories and the approval process is detailed in Chapter « Delegation and Table of Authority «. 
Contractual partner

Note that the contractual partner cannot be a person who is an employee of SEEHN or a person working for the SEEHN under other arrangements such as Special Services Agreements (will be described latter). In addition, it is the responsibility of the approver of the Purchase Requisition to verify, prior to approval, that:

a. if the APW is issued to an ex-SEEHN employee who received a Mutually Agreed Separation (SMA):

b. the APW is issued after the date of the agreed separation - as per the terms and conditions of that particular SMA. 

c. (If the ex-employee had resigned and is no longer an active staff member for this reason, then it is possible for that person to receive an APW);

d. if the APW is issued to an individual who retired from SEEHN or from another partner organization of the SEEHN (and receive a pension benefit from the SEEHN), or if the APW is issued to an individual who is aged 62 or above:

Caution should also be exercised if it is known that a contract is about to be entered into with an institution in which an SEEHN or Executive Commitee member, alternate or adviser has an interest. The question as to whether there is any potential conflict of interest should be considered. Where the interest is known to be in a private capacity, all such contracts should have final approval by the Director and will be reported to the Executive Committee. 

Costing

A costing should always be included as part of the contract. 

For example, if the contract is for translation of a document, the costing should be broken down by the number of pages or the number of words; details of fixed remuneration for work - rate and amount of time involved etc. 

Bidding requirements

For contracts in the amount of US$ 25 000 or more, competitive bidding is mandatory. See details under "bidding requirements".

Adjudication report

An adjudication report (is available as a template) describes the process undertaken to choose a contracting partner on behalf of SEEHN. It demonstrates that this was a fair and objective process carried out in accordance with SEEHN procurement rules.

Formal signed adjudication reports (using the template) are required for contracts in the amount of US$ 15 000 and above. For contracts below US$ 15 000, the "adjudication report" may be submitted in the form of a short note which explains the rationale for selecting the chosen supplier. 

The choice of partners may be based on several factors including:

· quality of work

· cost

· availability

· reliability and

· ability to meet or work within a set deadline.

Experience with SEEHN is not in itself a factor unless it specifically contributes to the quality or cost of the work.

An adjudication report should be precise and to the point. It is not necessary to explain why the work itself is of value to the Organization or to provide other background unless it is directly relevant to the choice of the partner. The adjudication report will be used to assess the validity of the process followed to select the contractor on behalf of the Organization, not the value of the work itself.

What should an adjudication report include?

An adjudication report should thoroughly answer the following three questions:

1. How was the contracting partner chosen?

Explain the process followed to search for and select the contracting partner. Describe the invitation to submit offers, if any, and the factors considered in making the selection (see below). List those potential contracting partners considered, and explain both why the selected partner was selected, and why the others were not.

When contractors are invited to bid for high-value contracts, several factors should be considered, weighted and rated appropriately. The rating should be presented in tabular form with comments. Quality will be weighted more heavily for some contracts than for others. 
The factors should include, but may not be limited to, the following:

· cost: make comparisons by bringing quotations to a common basis. For example, suppliers from different parts of the world should include transport to destination:

· quality: examine specifications, industry ratings, press reports, reports from other customers, product samples (if available);

· reliability: consider the history of previous similar projects (if any);

· availability to meet SEEHN deadlines: request written confirmation of the deadlines as part of the invitation to bid.

Competitive bidding (with a minimum of three bids obtained) is mandatory for contracts in the amount of US$ 25 000 or above. Any waiver from this requirement must be justified by the requesting unit and is subject to review and approval by the Executive  Committee. 

2. How was the fee or cost calculated?

The detail should be commensurate with the value of the contract. A clear budget, costing or estimate for the contract will normally provide the information required. The costing should provide rates per hour, day, piece, page, word, or item as appropriate. Attach the detailed estimate or costing provided by the selected partner during a bidding process, or negotiated between SEEHN and the partner.

3. How does the fee compare to that payable on the open market?

When bids have been invited, provide a table showing fees charged by others who submitted offers. The Comparison Table should be used for this. Otherwise, provide evidence of comparison to the open market for items of similar type and quality and specify the supplier cost/fee quoted. While cost is not the only factor to be considered, higher costs should be justified by higher quality, or by better ability to meet tight deadlines or other contract requirements.

Terms of reference

The terms of reference should clearly set out the contractor's responsibilities including:

· purpose of the assignment

· specific details of the task to be undertaken;

· the activity methodology;

· contract staff job descriptions or salary scale to support any budgeted personnel costs;

· expected outcome;

· time lines.

The Terms of Reference must be attached to the purchase requisition (placed in the SEEHN file). 
Payment terms

The rule is that payment should be made on completion of the work and submission of all deliverables - i.e., ideally we make one payment on satisfactory completion of the contract.

If, advance payment is considered necessary because this is "operationally required", it is possible to agree to pay by instalment within the below indicated limits.

The general principles to be applied when deciding on payments for contracts therefore are:

· that payment should be on receipt of the product as for most services;

· if payment by instalments is required, the amount and payment schedule should be in line with the progress of the work and tied to specified deliverables. The maximum first instalment upon receipt of the countersigned contract can be:

· 50% of the full amount of the contract when the contract is with an institution;

· 25% of the full amount of the contract when the contract is with an individual.

An exception may be made in specific cases for example for workshops, when a higher percentage would be operationally required. In such exceptional cases, staff must demonstrate why such payment terms are necessary and in the interest of SEEHN and, as with all "extraordinary expenses", the approval of Executive Commitee would then be required. 

a. where the life span of a contract extends beyond six months and advance payment is required for each stage, the payments should be phased into quarterly instalments. Each new instalment is subject to review and acceptance of the completed contractual stage due to date.

APW for translation, editing, revision or interpretation services

A special reference code must be indicated on APWs for translation, editing, revision or interpretation services. 
Technical Service Agreement (TSA)

A TSA is to be used when a collaborative scientific research project is to be done on behalf of SEEHN by an institution. TSAs cannot be drawn up with individuals, only with an institution.

Authorized signatories and approval process

Authorized signatories and the approval process is detailed in Chapeter « Delegation and Table of Authority ».
Contractual partner

Caution should be exercised if it is known that a contract is about to be entered into with an institution in which a SEEHN Executive Board Members, their alternate or adviser has an interest. The question as to whether there is any potential conflict of interest should be considered. Where the interest is known to be in a private capacity, all such contracts should have final approval by the Director and will be reported to the Executive Com Members.

Costing justification

A costing should always be included as part of the contract. 

Bidding requirements

For contracts in the amount of US$ 25 000 or more, competitive bidding is mandatory. See details under "bidding requirements".

Adjudication report

An adjudication report describes the process undertaken to choose a contracting partner on behalf of SEEHN. It demonstrates that this was a fair and objective process carried out in accordance with SEEHN procurement rules 

Terms of reference

· The terms of reference should clearly set out the contractor's responsibilities including purpose of the assignment

· specific details of the task to be undertaken;

· the activity methodology;

· contract staff job descriptions or salary scale to support any budgeted personnel costs;

· expected outcome;

· time lines.

Payment terms
The rule is that payment should be made on completion of the work and submission of all deliverables - i.e., ideally we make one payment on satisfactory completion of the contract.

If, advance payment is considered necessary because this is "operationally required", it is possible to agree to pay by instalment within the below indicated limits.

The general principles to be applied when deciding on payments for contracts therefore are:

· that payment should be on receipt of the product as for most services;

· if payment by instalments is required, the amount and payment schedule should be in line with the progress of the work and tied to specified deliverables. The maximum first instalment upon receipt of the countersigned contract can be:

· 50% of the full amount of the contract when the contract is with an institution;

· 25% of the full amount of the contract when the contract is with an individual.

An exception may be made in specific cases for example for workshops, when a higher percentage would be operationally required. In such exceptional cases, staff must demonstrate why such payment terms are necessary and in the interest of SEEHN and, as with all "extraordinary expenses", the approval of Executive Commitee would then be required. 

b. where the life span of a contract extends beyond six months and advance payment is required for each stage, the payments should be phased into quarterly instalments. Each new instalment is subject to review and acceptance of the completed contractual stage due to date.

Letter of invitation to a temporary adviser

The term temporary adviser applies to persons invited for short periods of not more than 60 consecutive days to give advice or assistance to the Organization. When considering the appointment as temporary advisers of SEEHN Executive Commitee, alternates and advisers, particular attention should be paid to the potential for conflict of interest. 

Temporary advisers attending official SEEHN meetings may be asked to do a specific piece of work in connection with their attendance at the meeting such as writing the report; preparing a background paper. In these instances, the person may be paid an amount up to US$2000 for the work in addition to travel and per diem. If the amount is in excess of US$ 2000, an Agreement for performance of work (APW) must be drawn up. For amounts less than US$ 2000, the procedure is as follows:

a. Specification of the work to be carried out and the expected amount to be paid for this work is outlined in the letter of invitation to the temporary adviser. (A standard letter of invitation will be available).

b. Payment can be affected in three alternative ways:

· by including the amount on the travel request with an explanatory remark. In this case, the amount will be paid together with the per diem and any other entitlements. If the amount is to be paid after the meeting, the payment can instead be processed either in full or part, through issuance of a travel claim against the approved travel request; or

Service contracts for translation, editing, revisions and interpretation

A special reference code must be indicated on services contracts which are raised in Secretariats pool to cover the costs of translation, editing, revision and interpretation services provided by external suppliers. The purpose of this code is to enable the Languages team to use Secretariats pool to pull, filter and review data on these types of external services in order to assess the needs and requirements of the office and to analyse the trends. In this connection, the following definitions apply:

· Translation: written translations;

· Editing: original documents which are written in one language are sent to an editor for editing in the same language;

· Revision: revisions of documents which have been translated and which are subsequently sent to a translator/reviser to verify the translated document and revise it if necessary;

· Interpretation: oral translations.

VIII. Financing policies and rules/procedures

PREFACE

This guideline on Financial Regulations and Financial Rules is intended as an easy means of referral to the most up-to-date versions of both the Financial Regulations and the South Eastern Europe Health Network (SEEHN).
The Financial Regulations and Financial Rules are two separate frameworks that follow parallel processes.

1.  The Financial Regulations govern the financial administration of the SEEHN; their establishment follows a three-stage process:

(a)The Executive Committee considers the proposals of the Secretariat for recommendation to the Plenary Assembly;

(b)The Plenary Assembly considers the proposals of the Secretariat and the recommendations of the Executive Committee; it then approves the revised Financial Regulations;

(c) The revised Financial Regulations become effective.

2.  The Financial Rules are established by the Secretariat, including relevant guidelines and limits for the implementation of the Financial Regulations, in order to ensure effective financial administration, the exercise of economy, and safeguard of the assets of the SEEHN. It is a four-stage process:

(a)The Secretariat establishes and amends the Financial Rules;

(b)The Executive Committee confirms the Financial Rules established by the Secretariat and amendments thereto;

(c) The revised Financial Rules become effective;

(d) The Plenary Assembly notes the new Financial Rules.

FINANCIAL REGULATIONSOFTHESEEHN
Regulation I – Applicability and Delegation of Authority
1.1 These Regulations shall govern the financial administration of the SEEHN.

1.2 The Secretariat is responsible for ensuring effective financial administration of the SEEHN in accordance with these Regulations.

1.3 Without prejudice to Regulation 1.2 the Secretariat may delegate in writing to other officers of the SEEHN such authority and related accountability as he or she considers necessary for the effective implementation of these Regulations.

1.4 The Secretariat shall establish Financial Rules, including relevant guidelines and limits for the implementation of these Regulations, in order to ensure effective financial administration, the exercise of economy, and safeguard of the assets of the SEEHN.

Regulation II– The Financial Period
2.1 The financial period for the programme budget shall be one calendar year.

Regulation III–The Budget
3.1 The budget estimates for the financial period, as referred to in the Statutes (hereinafter referred to as “Financial Plan”), shall be prepared by the Secretariat. The Financial Plan shall be presented in Euro currency.
3.2 The Financial Plan shall be divided into parts, sections and chapters, and shall include such information, annexes and explanatory statements as may be requested by or on behalf of the Plenary Assembly and such further annexes or statements as the Secretariat may deem necessary and useful.

3.3 The Secretariat shall submit the Financial Plan in advance and before the opening of the appropriate session of the Executive Committee, at which they are to be considered. At the same time, the Secretariat shall transmit these proposals to all Members and the Plenary Assembly.
3.4 The Executive Committee shall submit these proposals, and any recommendations it may have thereon, to the Presidency.

3.5 The budget for the following financial period shall be approved by the Presidency in the year preceding the year to which the Financial Plan relate, after consideration and report on the proposals by the Plenary Assembly and the members. 
3.6 Should developments subsequent to these session of the Executive Committee that considers the Financial Plan, or any of the recommendations made by it, necessitate or render desirable in the opinion of the Secretariat an alteration in the Financial Plan, the Secretariat shall report there on to the Plenary Assembly. 
3.8 Supplementary proposals may be submitted to the Executive Committee by the Secretariat whenever necessary to increase the appropriations previously approved by the Presidency. Such proposals shall be submitted in a form and manner consistent with the Financial Plan for the financial period.

Regulation IV– Budget Approval
4.1 The budget approved by the Executive Committee and the Presidency shall constitute an authorization to the Secretariat to incur contractual obligations and make payments for the purposes for which the budget was approved and up to the amounts so approved, subject to available funding.

4.2 Once the Financial Plan has been approved, commitments can be made by the Secretariat in the financial period to which they relate for delivery in that financial period or the subsequent calendar year, subject to available funding.

4.3 The Secretariat is authorized with the prior concurrence of the Executive Committee or of any committee to which it may delegate appropriate authority, to transfer credits between sections. When the Executive Committee or any committee to which it may have delegated appropriate authority is not in session, the Secretariat is authorized, with the prior written concurrence of the majority of the members of the Executive Committee or such committee, to transfer credits between sections. The Secretariat shall report such transfers to the Executive Committee at its next session.

Regulation V – Provision of Budget Funds

5.1 The budget shall be financed by assessed contributions from Members, according to the scale of assessments determined by the Plenary Assembly, by voluntary contributions, by projected interest earned, prior period collection of arrears and any other income attributable to the budget. Members’ financial obligations under the Statutes are limited to the assessed contributions.

5.2 The Executive Committee shall approve the amount to be financed by assessed contributions from Member States, and shall approve the amount to be raised by the Secretariat from voluntary sources. 

5.2.1 The amount to be financed by assessed contributions from Members shall be calculated after adjusting the total amount approved by the Presidency to reflect that proportion of the budget to be financed by the other sources noted in 5.1 above.

5.3. In the event that the total financing for the budget is less than the amount approved by the Executive Committee under the Financial Plan, the Secretariat shall review implementation plans for the budget in order to make any adjustments that may be necessary.

5.4. Assessed contributions are made available for implementation on 1 January of each year of the financial period. Voluntary contributions are made available for implementation upon recording of agreements with the resource contributors.

5.5 The Secretariat shall submit to the Plenary Assembly and Executive Committee annual reports on the collection of the contributions (both voluntary and assessed), and other sources of cash.

Regulation VI– Assessed Contributions
6.1 After the Executive Committee and the Presidency have adopted the budget, the Secretariat shall inform Members of their commitments in respect of assessed contributions for the financial period and request them to pay their contributions.

6.2 If the Plenary Assembly and the Executive Committee decide to amend the scale of assessments, or to adjust the amount of the budget to be financed by assessed contributions from Members for the any subsequent year, the Secretariat shall inform Members of their revised commitments and shall request Members to pay the revised contributions.

6.3 Financial contributions to the SEE Health Network Secretariat shall be made by all the member states of the SEE Health Network at the beginning of each calendar year, and no later than 1 April.
6.4 Payments made by a Member for assessed contributions shall be credited to the Member’s account and applied first against the oldest amount outstanding.

6.5 Payments of assessed contributions shall be made in Euro currency.

6.6 New Members shall be required to make an assessed contribution for the financial period in which they become Members at rates to be determined by the Plenary Assembly. Such contributions shall be recorded as income in the year in which they are due.

Regulation VII– Working Capital Fund and Internal Borrowing
7.1 Pending the receipt of assessed contributions, implementation of that part of the budget financed from these contributions may be financed from the Working Capital Fund and thereafter by internal borrowing. The amount of the Working Capital Fund is approved by the Plenary Assembly. Internal borrowing may be made against available cash reserves of the SEEHN, excluding Trust Funds.

7.2 The level of the Working Capital Fund shall be based on a projection of financing requirements taking into consideration projected income and expenditure from assessed contributions. Any proposals that the Secretariat may make to the Plenary Assembly for varying the level of the Working Capital Fund from that previously approved shall be accompanied by an explanation demonstrating the need for the change.

7.3 Any repayments of borrowing under Regulation 7.1 shall be made from the collection of arrears of assessed contributions and shall be credited first against any internal borrowing outstanding and secondly against any borrowing outstanding from the Working Capital Fund.

Regulation VIII–Revenue: Other Sources
8.1 The Secretariat is delegated the authority to accept gifts and bequests, either in cash or in kind, provided that the Secretariat has determined that such contributions can be used by the SEEHN, and that any conditions which may be attached to them are consistent with the objective and policies of the SEEHN.

Regulation IX–Funds
9.1 Funds shall be established to enable the SEEHN to record income and expenditure. These funds shall cover all sources of income: regular budget, extra budgetary resources, Trust Funds, and any other source of income as may be appropriate.

9.2 Accounts shall be established for amounts received from donors of extra budgetary contributions and for any Trust Funds so that relevant income and expenditures maybe recorded and reported upon.

9.3 Other accounts shall be established as necessary as reserves or to meet the requirements of the administration of the SEEHN, including capital expenditure.

9.4 The Secretariat may establish revolving funds so that activities may be operated on a self- financing basis. The purpose of such accounts shall be reported to the Executive Committee, including details of sources of income and expenditures charged against such funds, and the disposition of any surplus balance at the end of a financial period.

9.5 The purpose of any account established under Regulations 9.3 and 9.4 shall be specified and shall be subject to these Financial Regulations and such Financial Rules as are established by the Secretariat under Regulation 12.1, prudent financial management, and any specific conditions agreed with the appropriate authority.

Regulation X– Custody of Cash and Cash Equivalents
10.1 The Secretariat shall designate the bank or banks or financial institutions in which cash and cash equivalents in the custody of the SEEHN shall be kept.

10.2 The Secretariat may designate any investment (or asset) managers and/or custodians that the SEEHN may wish to appoint for the management of the cash and cash equivalents in its custody.

Regulation XI– Investment of Cash and Cash Equivalents
11.1 Any cash not required for immediate payment maybe invested and may be pooled in so far as this benefits the return that may be generated.

11.2 Income from investments shall be credited as income to the Special Account for Servicing Costs in accordance with Regulation 8.2, unless otherwise provided in the regulations, rules or resolutions relating to a specific fund or account.

11.3 Investment policies and guidelines shall be drawn up in accordance with best industry practice, having due regard for the preservation of capital and the return requirements of the SEEHN.

12.1The Secretariat shall:

Regulation XII–Internal Control
a) designate the officers of the SEEHN who may receive funds, incur financial commitments and make payments on behalf of the SEEHN;

b) maintain an effective internal control structure to ensure the accomplishment of established objectives and goals for operations; the economical and efficient use of resources; the reliability and integrity of information; compliance with policies, plans, procedures, rules and regulations; and the safeguarding of assets;

c) maintain an internal audit function which is responsible for the review, evaluation and monitoring of the adequacy and effectiveness  of the  SEEHN’s overall systems  of internal control. For this purpose, all systems, processes, operations, functions and activities within the SEEHN shall be subject to such review, evaluation and monitoring.

Regulation XIII – Accounts and Financial Statements

13.1 The Secretariat shall establish such accounts as are necessary and shall maintain them in accordance with International Public Sector Accounting Standards. (a) establish operating policies and procedures in order to ensure effective financial administration, the exercise of economy, and safeguard of  the assets of the SEEHN;

13.2 Financial statements shall be prepared annually in accordance with International Public Sector Accounting Standards, together with such other information as may be necessary to indicate the current financial position of the SEEHN.

13.3 The official financial statements shall be presented in Macedonain Denars as required by the host country accounting regulations. The accounting records will also be kept in Euro currency.
13.4 The financial statements shall be submitted to the Macedonian Public Revenue Office not later than 28 February following the end of the year to which they relate.

13.5 The Secretariat may make such ex gratia payments as deemed to be necessary in the interest of the SEEHN. A statement of such payments shall be included with the final accounts.

13.6 The Secretariat may authorize, after full investigation, the writing-off of the loss of any asset, other than arrears of contributions. A statement of such losses written off shall be included with the final accounts.

Regulation XIV– External Audit
14.1 If required by Law and decided by the Executive Committee an External Audit will be conducted.
14.2 Subject to any special direction of the Plenary Assembly, each audit which the External Auditor(s) performs/perform shall be conducted in conformity with generally accepted common auditing standards and in accordance with the Additional Terms of Reference set out in the Appendix to these Regulations.

14.3 The External Auditor(s) may make observations with respect to the efficiency of the financial procedures, the accounting system, the internal financial controls and, in general, the administration and management of the SEEHN.

14.4 The External Auditor(s) shall be completely independent and solely responsible for the conduct of the audit and, except as permitted under Regulation 14.7 below, any local or special examination.

14.5 The Plenary Assembly may request the External Auditor(s) to perform certain specific examinations and issue separate reports on the results.

14.6 The Secretariat shall provide the External Auditor(s) with the facilities required for the performance of the audit.

14.7 For the purpose of making a local or special examination or for effecting economies of audit cost, the External Auditor(s) may engage the services of any national Auditor-General (or equivalent title) or commercial public auditors of known repute or any other person or firm that, in the opinion of the External Auditor(s), is technically qualified.

14.8 The External Auditor(s) shall issue a report on the audit of the annual financial statements prepared by the Secretariat pursuant to Regulation XIII. The report shall include such information as he/she/they deem(s) necessary in regard to Regulation 14.3 and the Additional Terms of Reference.

14.9 The report(s) of the External Auditor(s) shall be transmitted through the Executive Committee, together with the audited financial statements, to the Plenary Assembly following   the end of the financial year to which the final accounts relate. The Executive Committee shall examine the annual financial statements and the audit report(s) and shall forward them to the Plenary Assembly with such comments asitdeems necessary.

Regulation XV – Resolutions involving Expenditures
15.1 Neither the Plenary Assembly nor the Executive Committee shall take a decision involving expenditures unless it has before it a report from the Secretariat on the administrative and financial implications of the proposal.

15.2 Where, in the opinion of the Secretariat, the proposed expenditure cannot be made from the existing appropriations, it shall not be incurred until the Plenary Assembly has made the necessary appropriations.

Regulation XVI– General Provisions
16.3 The Financial Rules established by the Secretariat as referred to in Regulation 1.4 above, and the amendments made by the Secretariat to such rules, shall enter into force after confirmation by the Executive Committee. They shall be reported upon to the Plenary Assembly for its information.

16.2 In case of doubt as to the interpretation and application of any of the foregoing regulations, the Secretariat is authorized to rule thereon, subject to confirmation by the Executive Committee at its next session.

FINANCIAL RULES OF THE  SEEHN
RuleI– Applicability and Delegation of Authority
1.1   These Financial Rules are established in accordance with Financial Regulation 1.4.

1.2    The Secretariat is responsible to the Executive Committee and the Plenary Assembly for the implementation of the Financial Rules in order to ensure effective financial administration, the exercise of economy, and safeguard of the assets of the SEEHN.

1.3    These Rules apply uniformly to all sources of funds, and all financial transactions of the

SEEHN unless otherwise stated in these Rules.

1.4    The Financial Rulese stablished by the Secretariat, and any amendments thereto, shall enter into force after confirmation by the Executive Committee.

1.5   In case of doubt as to the interpretation and application of any of the Financial Rules, the

Secretariat shall rule there on.

1.6    In addition to the delegations of authority to designated officials expressed in these Financial Rules, and without prejudice to Financial Rule 1.2, the Secretariat may delegate in writing, together with authorization for re-delegation to other officers of the SEEHN, such authority considered necessary by the Secretariat for the implementation of these Rules, including for the issuance of operational procedures. All designated officials shall be responsible and accountable to the Secretariat for the exercise of any authority delegated to them.

Rule II – The Budget
2.1 The annual Financial Plan, and supplementary proposals if appropriate, reflecting all sources of funds in such manner and at such times as may be required shall be drawn up and submitted by designated officials of the Secretariat.

RuleIII – Budget Approval
3.1   The budget approved by the Executive Committee and the Plenary Assembly constitutes an authority to issue awards up to the amount approved to enable expenditures to be incurred for the purposes for which the budget is approved. The Secretariat may determine the maximum amount of the approved budget that it would be prudent to issue as awards taking into account the prospects for collection of contributions and the availability of both the Working Capital Fund and internal borrowing.

Rule IV– Expenditure (Commitments)
4.1   In order to incur expenditure, commitments shall be made against award funding issued against approved work plans to designated officials.

4.2    Commitments may only be made by designated officials and shall be supported by satisfactory documentation. All commitments or undertakings that create liabilities against the resources of the SEEHN shall be represented by signed contracts and decisions by the Chair of the Executive Committee or similar documentation that are prepared when the liability arises.

4.3   Commitments may be made only for the purpose indicated in the work plan and may not exceed the amount available in the award.

4.4    Proposals for expenditure, including procurement of goods and services, shall be rejected if they do not comply with the Financial Regulations, the present Rules, and the following conditions:

(a) award funding is available;

(b) the procedures of the SEEHN are being observed;

(c) the financial situation of the SEEHN will not be prejudiced;

(d) the purpose of the proposed expenditure is in the interests of the work of the SEEHN.

4.5   Revisions to a commitment shall be subject to the same procedure as the original commitment.

4..6    Exgratia payments may be authorized by the Secretariat in accordance with Financial Regulation 13.5, provided such payments are justified in the interests of equity, or otherwise in the best interests of the SEEHN. Any such payment, together with an explanation of its justification, shall be promptly reported to both the External Auditor and Public Revenue Office.
Rule V–Internal Control
5.1    In order to ensure effective internal control within the SEEHN, in accordance with Financial Regulation XII, the Secretariat shall establish measures, including (i) an internal audit framework as set out in Financial Rule XII, (ii) appropriate delegations of authority, (iii) segregation of duties and (iv) other measures that are consistent with best financial practice.

5..2    Payments shall not be made in advance except as where otherwise specified in these Rules. Payments shall only be made on the basis of satisfactory supporting documents duly certified by designated officials confirming that:

(a) services have been rendered or delivery has been completed in accordance with the terms of contract;

(b) the amount is correct and in accordance with the terms of the contract.

5.3    As an exception and only where operationally justified, contracts or purchase orders may be entered into which require part payment in advance prior to the delivery of goods or performance of services. The justification for any such arrangements shall be fully documented.

5.4   In order for any contract or purchase order to be entered into requiring full payment in advance, the official requesting such terms shall provide full justification and demonstrate why such payment terms are necessary in the interest of the SEEHN. All such payment terms shall be subject to approval by designated officials.

5.5    Designated  officials  may  authorize  advances  to  staff  members  and  other  persons  in connection with the execution of official duties for SEEHN and staff entitlements.

5.6    Funds of the SEEHN shall be deposited only in banks or financial institutions or invested with counterparties determined by the Secretariat in accordance with the investment policies referred to in Financial Rule 5.11.

5.7    The Secretariat shall designate officials to be responsible for all bank accounts, and for the management, receipt and disbursement of all funds of the SEEHN and proper accounting thereof.

5.8    Imprest account holders shall be accountable for all funds under their responsibility.

5.9    Panels of signatories shall be designated by officials authorized by the Secretariat. All payments from the SEEHN’s bank accounts shall be signed by two officials of the appropriate panels. Where deemed necessary, in exceptional circumstances, those officials authorized to designate panels of signatories may authorize the signature of payments by one official only, provided that there are adequate safeguards for the protection of funds, including limits on the funds that may be paid from the account.

5.10  All  securities  shall  be  deposited  in  the  custody  of  duly  appointed  banks  or  financial institutions designated by the Secretariat.

5.11 Investment policies shall be drawn up in accordance with Financial Regulation 11.3. An advisory committee shall assist the Secretariat in formulating these investment policies and in monitoring the performance of funds invested.

Rule VIII – The Accounts
6.1    The accounts shall comprise a consolidated general ledger of the SEEHN and subsidiary ledgers which shall include all financial transactions of the financial period in which they occur and which shall be accounted for on an accrual basis to enable the SEEHN to produce IPSAS- compliant financial statements. All periodic and other financial statements shall be prepared from these accounts.

6.2    Subject to Financial Rule 101.3, the Secretariat shall determine those parts of the SEEHN that shall be authorized to maintain their own accounting records, and which shall be reported periodically with the accounts of the SEEHN.

6.3    All financial transactions and statements shall be supported by documentation to be retained as an integral part of the official records of the SEEHN for such period or periods as may be agreed with the External Auditor, after which, on the authority of designated officials, such records and documents may be destroyed.

6.4    All  accounting  transactions  shall  be  recorded  in  the  general  and  subsidiary  ledgers  in accordance with a uniform chart of accounts.

6.5    Income  and  expenditure  shall  be  recorded  in  accordance  with  a  uniform  system  of classification. 

Rule VII – Financial Statements
7.1    The Secretariat shall submit annual financial statements, to the Plenary Assembly and the Executive Committee or to such committees of the Executive Committee as may be responsible for review and comment thereon, no later than 1 May. Such financial statements shall be prepared in accordance with International Public Sector Accounting Standards (IPSAS), the Financial Regulations and the present Rules and shall include such other information as may be necessary to indicate the financial position of the SEEHN. The Budget-to-Actual Report shall be submitted to the Executive Committee and the National Health coordinators and their alternates, on a monthly basis no later than 10 days after the end of the previous month.

7.2    The annual financial reports shall also disclose any ex gratia payments and any losses of cash, supplies, equipment and other assets that have occurred during the period, indicating their treatment in the accounts.

Rule VIII – Property, Plant and Equipment
8.1    The acquisition and related depreciation of land, buildings, plant and equipment shall be capitalized in the accounts in accordance with IPSAS. Property, plant or equipment acquired under lease shall be capitalized or charged as expenditure in accordance with IPSAS.

8.2    Inventory records shall be maintained for all property, plant and equipment.

8.3    Periodic physical inventories shall be taken of all property, plant and equipment.

8.4    Property, plant and equipment may be declared to be surplus if it is of no further use to the SEEHN and disposed of for the best possible return to the SEEHN, including part-exchange, except  when  (i)  destruction  will  be  more  economical  or  is  required  by  law  or  environmental considerations, or (ii) the best interest of the SEEHN will be served by disposal by gift or at a nominal price to a non-profit SEEHN.

8.5    The gain or loss from the derecognition of an item of property, plant or equipment shall be included in surplus or deficit. However, if an item is being replaced, any gain on derecognition of the replaced article shall serve to contribute towards the expenditure incurred in replacing the item.

8.6    Subject to the provisions of Financial Rule 104.4, goods and services may be provided to governments, specialized agencies, and other international SEEHNs on a reimbursable or reciprocal basis on such terms and conditions as may be approved by designated officials.

Rule IX – Procurement of Goods and Services
9.1    The Secretariat shall establish policies and procedures for the purchase of property, services, supplies, equipment or other requirements, and which shall set forth the requirements for invitations to tender and competitive bidding.

9.2    Contracts for the purchase of property, services, supplies, equipment or other requirements shall be entered into for and on behalf of the SEEHN only by designated officials.

9.3    All purchases and other contracts shall be made on the basis of competitive bids, except when otherwise authorized by designated officials. 

9.4    Contracts are normally awarded to the best value for money. However, where it is considered to be in the interest of the SEEHN, the acceptance of a bid other than the lowest, or the rejection of all bids may be authorized by designated officials.

IX. SEE Regional Health Development Centres (RHDCs) rules/procedures

Purpose

1. This document is based on the Memorandum of Understanding (as of 2008, thereafter revised in 2011), and the principles and procedures of work of the South-eastern Europe Health Network, thereafter named the SEEHN,  with the aim to develop a tool and clear guidelines  for proper managing of SEEHN Regional Health Development centers, thereafter named the RHDCs, with well defined rights and accountbility to the SEEHN as well as to the home SEE country.
2. The RHDCs
 are institutions that are solid SEEHN allies for years, helping the SEEHN to implement its mandated work and achieve its approved goals using their expertise and human manpower. 

3. A SEEHN RHDC is defined as an entity that " shall carry out activities according to its annual plan of work, prepared by the regional health development centre and approved by the Plenary Assembly of the SEE Health Network in line with SEE Health Network procedures, taking into consideration the needs of the member states of the SEE Health Network and the recommendations of the international partners, as well as the activities taking place at country and regional levels”

4. The SEEHN RHDCs cooperate with the SEEHN on a diverse range of activities such as collecting data for reporting, organizing meetings, training, research or developing documents and others.

5. This collaboration brings benefits to all parties. The SEEHN gains access to top institutions in the SEEHN Member States and their institutional capacity to support its work. Similarly, the institutions designated as SEEHN RHDCs gain increased visibility and recognition by national authorities, and greater attention from the public for the health issues in their field of work.

6. The centers also gain opportunities to work together (e.g. sharing objectives, exchanging information, pooling resources and developing technical cooperation), particularly at the international level as well as opportunities to mobilize additional important resources from funding partners that have to always be relevant and accessible to all countries, members of the SEEHN. Networking of SEEHN  RHDCs  brings a lot of benefits through  this cooperation including   greater   application  and impact  of  the  activities,  new synergies  and peer-to-peer opportunities  for SEEHN RHDCs,  better alignment with  SEEHN  policies,  and improved motivation for leadership opportunities.
7. To date, the established  SEEHN RHDCs are:

a) RHDC on Communicable diseases, Tirana, Albania,

b) RHDC on Antimicrobial Resistance, Sofia, Bulgaria

c) RHDC on Mental Health, Bosnia and Herzegovina

d) RHDC on Organ Donation and Transplant Medicine, Zagreb, Croatia

e) RHDC on Strengthening Public Health Services, Skopje, Republic of Macedonia

f) RHDC on Human Resources in Health Development, Chisinau, republic of Moldova

g) RHDC on Non-communicable Diseases, Podgorica, Montenegro

h) RHDC on Blood products, Safety and Donation, Oradea, Romania

i) RHDC on Accreditation and Continuous Quality Improvement in Healthcare, Belgrade, Serbia

Scope of work

8. The SEEHN RHDCs work on:

a) Promotion of SEE Health Network policies and priorities in the different technical areas.

b) Collection, collation, and dissemination of data and information, including development of regional E-platform, inventories and libraries.

c) Participation in collaborative research under the SEE Health Network’s leadership, including the planning, conducting, monitoring and evaluation of research, as well as promotion of the application of the research results.

d) Training.

e) Harmonization of standards and guidelines in specific areas.

f) Development of regional policies and good practices.

g) Development and coordination of implementation of programs and activities.

h) Monitoring and evaluation of existing practices, legislation, policies, strategies, etc.

i) Facilitation of networking among SEE members.

j) Organizing SEEHN events for sharing the knowledge and information;

k) Cooperation with international organizations, as well as international and regional governmental and non-governmental organizations in the area of technical work.

l) Fundraising.

m) Establishment and maintenance of a reporting system.

n) Supporting the SEEHN political structures in health diplomacy activities and participation at the national and international events in the respective area of work of the RHDC,

o) Administration of projects, programs and activities.
p) Other as decided by the SEEHN, within the provisions of the SEEHN Memorandum of Understanding

Designation and termination of mandate

9. Institutions as a whole or part of the institutions (department, division unit etc.) are proposed to the SEEHN Presidency, Executive Committee and Secretariat for RHDC designation in specific area, by the Ministry of Health of any SEEHN Member State.

10. Each member state of the SEEHN can propose more than one RHDC with expertise in the field according the needs of SEEHN.

NB: Secretariat´s NB to the NHCs and RHDCs for considerations: 

11. Eligible institutions can be public or private, but should not be of a commercial or profit-making nature.

12. To be considered for designation as a SEEHN RHDC, eligible institutions must fulfill all of the following criteria:

a) high scientific and/or technical standing at national and international levels;

b) prominent place in the country's health, scientific or educational developments;

c) high  quality  of  scientific, technical and co- operational  leadership,  and sufficient  number of staff with relevant high-level qualifications;

d) stability in terms of personnel, activity and funding;

e) strong working  relationship with other institutions in the country, and at multi/inter country, sub-regional and regional levels;

f) clear  ability,  capacity  and readiness to contribute,  both individually and within  networks, to  SEEHN program activities, whether in support of country programs or through participation in international cooperative activities; and

g) clear technical and geographical relevance of both the institution and its activities to SEEHN 's priorities.
14. The Ministry of Health of the applying SEEHN Member States will have to submit Application form for designation together with the requested documents to the SEEHN Secretariat for further processing as follows:

Requested documents are:
a) institutional profile ( Legal base, offices, stuff, funding)

b) Terms of reference (general high-level overview of the area of future collaboration. 

c) Financial plan/budget with proper description of available funds for relevant item

The Terms of reference shall reflect the future collaboration between and the SEEHN and the proposed institution, rather than the usual work of the institution. No details about the activities should be included.

14. The SEEHN Executive Committee and the SEEHN National Health Coordinators of all SEEHN Member States shall make decision by consensus on the designation or resignation of the proposed institution as a SEEHN RHDC including based on an independent technical expertise and field visit should be a part of this process.
15. The mandate of a SEEHN RHDC is limited to three year subject to further extension by the SEEHN based on a positive evaluation report developed by the Director and approved by the SEEHN Executive Committee.

16. The functions of a RHDC can be recalled by the SEEHN  if:

a) The RHDC does not have any activities for two years,

b) The institution acting as RHDC has unsatisfactory performance based on a performance evaluation according to previously set up and approved indicators and criteria set up in general for all RHDCs as well as individual ones for each SEE RHDC.
Responsibility

The SEEHN RHDCs shall be responsible for:

a) Preparation and implementation of agreed Work Plan in a timely manner and to the highest possible  standards  of  quality;

b) Compliance with and abidance by relevant SEEHN  regulations and policies;

c) Submission of semi-annual and annual reports to the SEEHN Plenary.

d) Communication with SEEHN Presidency, Executive Committee and Secretariat, other RHDCs and partners, both bilateral and international organization according to the SEEHN MoU, Statutes and Communication strategy;

e) Visibility of the SEEHN, the RHDC and the work and accomplishments in the respective technical area.

f) Launching and maintaining an interactive formal Website which has to be linked to the SEEHN formal website;

g) Providing the general public and the SEE citizens with relevant users´ friendly information in the respectful area of work;

h) Maintain library of all national, SEE regional and international policy, legal and other documents in the respective area of work;

Management

18. The management structure shall be established by the institution acting as the SEE HN RHDC.

19. The Head of the RHDC (Director) is a senior staff member of the designated institution with a high level of expertise in the relevant technical area of the regional collaboration and can be either the Head of the Institution or can be nominated by the Head of designated Institution.
20. The responsibilities of Director of RHDC are:

a) to be main focal point for collaboration and communication within the SEEHN in the respective area of work;

b) to lead the network in the specific field and communicate with the national focal points from the SEE HN Member States, nominated by the SEE Ministers of Health at the request of the SEEHN President and/or the Chair of the SEEHN Executive Committee:

c) to prepare and implement the yearly Work plan agreed in advance by all SEE national focal points and approved by the SEEHN Plenary Meeting in the second half of the year for the next one;

d) to prepare and submit to the SEEHN Executive Committee and Secretariat regular SEEHN RHDC yearly reports, as well as all technical reports for events that have taken place during the current year of work;

e) to participate in the Plenary meetings of SEEHN;

f) to provide information and analysis of the state-of-art in the respective technical area of collaboration to the SEEHN Executive Committee and Secretariat regularly and at the request of the Presidency and/or the Executive Committee made through the Secretariat;

g) to maintain the SEEHN RHDC Website;

h) to maintain an inventory and library of all important national, European and Global policy and other documents of interest for use by the SEEHN Member States;

i) to run and maintain an on-line Forum for discussions and exchange of experiences with all National Focal Points of the SEEHN Member States in the respective technical area of collaboration.

At least three employees must be designated for the RHDC activities out of the current staff of the national institution and this shall be a decision of the SEEHN Member States hosting the respective RHDC, depending on available financing.

NB: Secretariat´s NB to the NHCs and RHDCs for considerations: 
The number and profile of the designated stuff including their ToRs and salaries will depends also on the defined activities/projects of the RHDC. If it depends only on available financing it can jeopardise the efficiency in performing the undertaken activities
Funding

21. The SEEHN RHDCs are financed by:

a) the respective Government (for the governmental institutions);

b) the core budget of their respective institution;

c) ongoing projects;

d) applying to the SEEHN, partners and other donors to contribute in some activities if it is feasible;

e) donations with transparency and avoiding conflict of interest,

NB: Secretariat´s NB to the NHCs and RHDCs for considerations: 

a) The source of financing and the available sums of money should be clearly defined as much as possible prior to the start of work. The respective Government contribution and some SEEHN initial Operational Fund should be available. In such case the financial report should be a part of the regular RHDC reporting to the SEEHN Exec.Com.

b) SEEHN Exec.Com. should be also responsible for the fundraising  for the RHDCs
c) Any donation or funds secured by the RHDC out of the defined annual Working plan should be managed independently by the RHDC management with a proper reporting to the SEEHN Exec. Committee
Use of SEEHN name, emblem and flag

22. The designation of the RHDC by the SEEHN and the yearly approval of their Work plans are considered as permission for using the name and the emblem for all activities of the RHDC in its Work plan.

23. For any additional activity (out of the work plan), the authorization is given on individual request pertaining to the respective activity.

24. A request has to be submitted to the SEEHN Executive Committee through the SEEHN Secretariat. The SEEHN Secretariat communicates the request to the Executive Committee for approval. The request must contain all relevant information including the background and a justification.

25. A SEEHN RHDCs may use the SEEHN flag unless there are proves that the use of the flag has been abused.  

Visual identity guidelines
27. In relation to the use of the name, logo and other identity signs of the SEEHN and its RHDC the following procedures shall be strictly followed:

a) The SEEHN name should never be used in isolation. Instead, the exact title of the SEEHN   RHDC,  as  indicated  in  the official  letter  of  designation  and registered  in  the  SEEHN   RHDC  database  (e.g. "SEEHN Regional Health Development Centre for Mental Health") shall be used;

b) The SEEHN emblem should never be used in isolation.  If the SEEHN emblem is to be used, it may only be placed directly next to the title.  The title and emblem should be similar in size.  All words in the title must be of the same font size;

c) The title and emblem should be used discreetly; they should be placed immediately underneath or by side the name of the designated institution, which should have a more prominent position. If the SEEHN  emblem is to be used in  addition  to  the title,  the logo  or  emblem  of  the designated  institution should  also  be  used.   The SEEHN   emblem should be smaller or of similar size to the emblem or logo of the institution. The language used by the SEEHN RHDC is the official language of the SEEHN.

Additional conditions for letterheads
28. Each SEEHN RHDC shall develop its own letterhead subject to approval by the SEEHN Executive Committee:

29. The approved letterhead may be used repeatedly during the designation period for correspondence related to the activities included in the work plan. However, the title and emblem must not be used on the standard letterhead for general correspondence of the designated institution.
Additional conditions for information and communication products in print or electronic format (e.g. presentations, brochures, booklets)
30. When producing any type of communication or promotion product the SEEHN RHDS shall follow the conditions listed below:

a) The product must be part of the agreed work plan of the SEEHN RHDC;

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

c) The following disclaimer must be used:  "This  [insert  name of  brochure  or booklet]   is   published   by  [insert   name of   institution],   which   is  a SEEHN  Health Development   Centre;   it   is   not a  publication   of   the  SEEHN. The [insert name of institution or authors] are responsible for the  views  expressed  in  this  [insert  type of  publication],  and the views  do not  necessarily  represent  the decisions  or  policies  of  the SEEHN."

Additional conditions for web pages
31. When developing, launching and maintaining a RHDC Website on a specific technical area for the SEEHN, the SEEHN RHDS shall follow the conditions listed below:
a) The SEEHN emblem is not used on the main web site of the designated institution.  Instead, it is   used on a web page (within the web site) dedicated exclusively tothe activitiesof the institution   as part of its designation as SEEHN RHDC.  A discreet reference to the designation of the institution as a SEEHN RHDC could be included on the main web site; that reference could be linked to the web page (within the web site) fully dedicated to the activities of the institution as a SEEHN RHDC.

b) The proposed web page is in accordance with the TOR and work plan of the SEEHN RHDC and only relates to the work of the institution in its capacity as a SEEHN RHDC.

c) The content of theproposed web page is acceptable toSEEHN from a technical and scientific point of view.

d) If anyfinancial support from theprivate sector is to be received for the development ofthe web  page, this is consistent   with the  rules on interaction of  SEEHN RHDCs with the commercial private sector, including  in respect of the manner in which contributors are acknowledged.

Limitations to  the use of the SEEHN name and emblem
32. The use of SEEHN’s name or emblem on business or visiting cards of the staff members of the designated institution is not allowed in any circumstance.

33. Normally, SEEHN does not authorize SEEHN RHDCs to use plaques bearing the SEEHN name and emblem.

34. The SEEHN name and emblem may be used on certificates of attendance, diplomas or similar awards to participants in training or other courses organized as part of this institution’s work plan.

Intellectual rights
35. Identification of need of agreement between SEEHN and SEEHN RHDC according intellectual rights is done by the Secretariat.

36. The Secretariat together with the RHDC has to identify what type of  intellectual property  right  is  applicable  (for  example,  copyrights  apply  to publications, and patents’ rights  may  apply  to other  types  of  deliverables),  and whether  these rights will be owned by the designated institution giving a license to the SEEHN  (in this case, the deliverable will be the institution's product), or by the SEEHN (in which case the deliverable will be a SEEHN  product);

37. The SEEHN may also require the SEEHN RHDC to publicly disclose the interactions, affiliations, relations or other interests of its head or staff that are considered to give rise to a conflict of interest;

38. Before accepting any contributions from companies, the SEEHN RHDC should seek written assurance from the contributors in question 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 donation.  However, contributors may make reference to donations in their corporate annual reports or similar internal documents;

39. The  SEEHN   RHDC  shall  at all  times  maintain  full  and exclusive  control  over  the activity  to which  a contribution  relates,  including  over  any report  of  the activity   and its   contents,  whatever  the form  in  which  it  is  published  or disseminated (e.g. electronically), and the timing of such diffusion.

Reporting system

Work Plan:
40. The SEEHN RHDC shall submitted the annual work plan to the Secretariat annually, at the latest on November 15 for the next year;

41. The SEEHN RHDC Work plan is adopted by the SEEHN Plenary Meeting in December of each year;

42. The RHDC Work plan consists of  three chapters:

a) Introduction: Content and context of proposed activities, justification of contribution to the achievement of SEEHN, each activity must contribute to the achievement of  a SEEHN and regional benefits.
b) Funding: the detailed and complete list of sources of funding that will be used for the particular activity. All proposed activities should have an identified source of funding. 
c) Activities:
· Title of the activity: a short, descriptive name that accurately captures the essence of the proposed activity.

· Description: a short description of what the activity consists of and, in particular, what concrete actions will be undertaken.

· Objectives.

· Coordination eg. Responsible person.

· Expected outcome: the tangible product or service to be delivered (e.g. a one-week training course delivered annually). Where applicable, the intended attribution of intellectual property rights should also be mentioned.  For example, “The copyright will be owned by the institution and a license will be given to the SEEHN ".

· Specific timeframe for the implementation of each activity.
Report on the RHDC Annual Program of  Work
43. The annual report of the work of the SEEHN RHDC is submitted to the Secretariat at the latest on February 15th of the next year;

44. The Report on the RHDC on the Annual Program of Work is adopted by the SEEHN Plenary Meeting in June of the next year.

45. The annual Report on the RHDC on its Program of  Work consists three chapters:

a) Introduction

b) Funding

c) Implemented Activities with accomplishments, challenges (regional and national), suggestions and recommendations.
Annex 1

APPLICATION FORM FOR DESIGNATION OF RHDC

	Institution applied for RHDC 

	Name
	

	Adress
	

	City
	

	CEO
	

	Phone number and fax
	

	E-mail adress
	

	Web adress
	


	Information about the institution

	Operations that institutions perform

	

	Public or private
	

	Founder
	

	Legislation
	

	Number of staff
	


	Required documentation


	1. Institution profile: scientific, technical, administrative, financing and human resource capacities, with particular reference to the technical area of work

	2. Terms of references
a) ..........................................................
b) .........................................................
c) .................................................
d) .................................................
e) ........................................
f) Etc.


	
	
	

	Place and date:
	
	

	
	
	

	
	
	Minister of Health

	
	
	


Annex 2

RHDC annual work plan

Content

1.  Introduction

2.  Founding

3.  Activities

Table 1: First activity
	No
	ACTIVITIES DESCRIPTION
	OBJECTIVES
	COORDINATION
	OUTCOME
	PLANNED DEADLINES

	1.


	
	
	
	
	


Table 2: Second activity    etc.
	No
	ACTIVITIES DESCRIPTION
	OBJECTIVS
	EXPECTED OUTCOME
	COORDINATION
	PLANNED DEADLINES

	2
	
	
	
	
	


Annex 3

Report on the RHDC Annual Program of  Work

Content

1. Introduction

2. Financial report

3. Activities

Table 1

	No
	DESCRIPTION OF TASK FROM ANNUAL WORK PROGRAM
	INPUT
	OUTCOME
	IMPACT
	BUDGET

	1. 
	
	
	
	
	


Table 2

	No
	DESCRIPTION OF TASK FROM ANNUAL WORK PROGRAM
	INPUT
	OUTCOME
	IMPACT
	BUDGET

	2. 
	
	
	
	
	


ANEX 1 

Template for Progress Report of RHDC

	Name of the Regional Health Development Centre (RHDC):


	................................................................

	Name of Country:


	.................................................................

	Topic of collaboration:


	................................................................

	Address:


	.................................................................

	Name and contacts of Director:


	.................................................................

	Reporting period:


	.................................................................


Progress Report

On the activities, achievements, challenges and future 

of  the SEE Regional Health Development Centre 

on …………………… (topic) 

in the period  01 January …….  – 31 December 20 … (year)

Table of Contents

1. Introduction


1.1. Establishment of the RHDC, CDC and organizational structure


2. Key achievements

2.1. RHDC Activities at Political and Technical Levels

3. Collaboration with Partners

3.1. Cooperation with WHO Europe


3.2. Regional Cooperation


3.4. Other partners


4. Future activities

5. Conclusions and recommendations

6. Annexes 

Chapter 1: Introduction

This part should be a narrative introduction (not more than one page) containing the following information:

· Setting up of the RHDC/Fully operational since/ Hosted by..etc (Annex 1)
· Address/ Website (insert detailed information in the Annex 1)

· Information about the staff and position (insert detailed information in the Annex 1)

Chapter 2: Key Achievements (in the reporting period)

This part should contain the key achievements in the period of reporting, according to the Annual Programme (as it is in the Annex 2), (not more then 1-3 pages)

· Information about the Activities at technical level andPolitical Level 

Annex 2: Template with activities listed for the Annual Programme to be attached here.

Chapter 3: Collaboration with other partners

Description of the cooperation of the RHDC with the Network/Activities with the Founding Partner(s) if any/with the WHO Europe and /other partners during the reporting period 

(Not more than 1 page)

Chapter 4: Key Challenges (in the reporting period)

Chapter 4: Activities planned

This part should contain information about the action planned in the next period and deliverables expected (a half a page-1 page) 

Annex 3: Timeline of the Annual Programme to be attached here.

Chapter 5: Conclusions and recommendations

Chapter 6: Annexes

Please, complete the annexes as indicated above.

[image: image1.emf]Annex1  

                 Regional Health Development Center    Progress Reporting Form  Title:  

 Yes  No  Description  

A. Infrastructure     

1. Office space provided and operational   □   

2. Office equipment provided and operational   □   

3. Communication provided and  operational(telephone, fax, email, Internet)   □   

4. RHDC has its own address and website (include):      □   

B. Staffing     

1. Personnel   □    

2. Head of the RHDC selected   □   

3. Seconded personnel stationed at the RHDC  □    


X. Communication strategy rules / procedures

[image: image4.jpg]The SEEHN has endorsed a Decision on developing of the Communication Strategy, at the 30™
SEEHN Plenary Session, in Israel in December 2012. This development builds on the previous
SEEHN efforts to develop a solid institutional framework for its activities, based on a series of a
political and legal documents, mainly the SEEHN MoU, 2008, further amended in 2013, and the
Host Agreement, 2010. In addition, the SEEHN Statutes from 2005 have been endorsed in 2005
to better organize the SEEHN work at the time of their endorsement. Today, almost 10 years
after, the SEEHN developments have made those Statutes outdated and not adequate as a
framework for better organization of the SEEHN work and its further enhancement.

In the light of the most recent developments, and especially the establishing of the permanent
SEEHN Secretariat, and the need to improve the SEEHN visibility and the role of the SEEHN
itself of a communication tool for better health, it is necessary for the SEEHN to revisit its
political and legal documents and develop new Statutes that are more appropriate to the
contemporary SEEHN needs. Those Statutes will provide for clear rules for the operation of the
SEEHN structures, including in the area of communication. They will also provide a base for
developing the Standard Operating Procedures in Communications (SoPsCom).

This first draft has been developed to 1) feed further discussions towards final SoPsCom, b)
showcase the necessity of developing the broader organizational framework for the SEEHN
work, namely, the new SEEHN Statutes and furthermore the Standard Operating Procedures for
the overall work of the SEEHN structures (including but not limited to the SoPsCom) and ¢) to
help the newly recruited personnel in the permanent SEEHN Secretariat in setting up the
procedures in communication, but also all the other SEEHN structures in the interim period.

The main purpose of this Standard Operation Procedures for Communication (further in the text:
the SOPs) is to standardize the process and provide step-by-step how-to instructions that enable
anyone within SEEHN operation to perform task related to communications in a consistent
manner. The SOPs serves as an instructional resource that allows employees/engaged persons to
act without asking for directions, reassurance, or guidance. The step-by-step written procedure
can also help hold employees/engaged persons accountable because their expectations are
documented and their actions can be measured against the SoPs.





1. Introduction

The SEEHN has endorsed a Decision on developing of the Communication Strategy, at the 30th SEEHN Plenary Session, in Israel, in December 2012. This development builds on the previous SEEHN efforts to develop a solid institutional framework for its activities, based on a series of a political and legal documents, mainly the SEEHN MoU, 2008, further amended in 2013, and the Host Agreement, 2010. In addition, the SEEHN Statutes from 2005 have been endorsed in 2005 to better organize the SEEHN work at the time of their endorsement. Today, almost 10 years after, the SEEHN developments have made those Statutes outdated and not adequate as a framework for better organization of the SEEHN work and its further enhancement. 

In the light of the most recent developments, and especially the establishing of the permanent SEEHN Secretariat, and the need to improve the SEEHN visibility and the role of the SEEHN itself of a communication tool for better health, it is necessary for the SEEHN to revisit its political and legal documents and develop new Statutes that are more appropriate to the contemporary SEEHN needs. Those Statutes will provide for clear rules for the operation of the SEEHN structures, including in the area of communication. They will also provide a base for developing the Standard Operating Procedures in Communications (SoPsCom). 

This first draft has been developed to 1) feed further discussions towards final SoPsCom, b) showcase the necessity of developing the broader organizational framework for the SEEHN work, namely, the new SEEHN Statutes and furthermore the Standard Operating Procedures for the overall work of the SEEHN structures (including but not limited to the SoPsCom) and c) to help the newly recruited personnel in the permanent SEEHN Secretariat in setting up the procedures in communication, but also all the other SEEHN structures in the interim period. 

2. The purpose and rationale for SOPs

The main purpose of this Standard Operation Procedures for Communication (further in the text: the SOPs) is to standardize the process and provide step-by-step how-to instructions that enable anyone within SEEHN operation to perform task related to communications in a consistent manner. The SOPs serves as an instructional resource that allows employees/engaged persons to act without asking for directions, reassurance, or guidance. The step-by-step written procedure can also help hold employees/engaged persons accountable because their expectations are documented and their actions can be measured against the SoPs. 

These SoPs provide for a detailed description of the procedures and requirements  – based on best practice/standards, related to the types of communication presented in the SEEHN Communication Strategy. 
Those SoPs do not proscribe duties and responsibilities, and the mandates of the SEEHN structures in communication. Mandates, duties and responsibilities of the SEEHN structures derive from the legal acts of the SEEHN (Statutes, constituency acts, decisions). In addition, these SoPs are subject to regular revision and adapting to the emerging needs of the SEEHN evolving structures, in communication. 

NOTE: The disciplinary procedures are prescribed by the legal acts of the SEEHN, and further lead according to those Statutes. 

The purpose of these SoPs is to serve as framework for SEEHN policy – provide direction and structure in communications; tells what, how, when, why, and who; provide foundation for:  job descriptions, employee training; corrective action and discipline, and performance review.   

The main principles the SoPs are created upon are: a) monitoring and control, b) accountability; c) exact chain of custody, and d) transparency. 

For the purposes of the SoPs, the SEEHN structures scope the Executive Committee, SEEHN Secretariat, the Regional Health Development Center, the SEEHN Plenary, and the SEEHN committees, bodies and other structures that are set up upon a decision of the SEEHN governing structures with a decision making mandate, according to the SEEHN legal acts. 

All communication of the SEEHN structures shall be regarded as an official one, only if it is conducted according to the provisions stipulated below. 

The employees and management of the SEEHN structures will ensure that proper communication according to the SoPs is always established with any legal entity or physical person they operate with. 

Communication outside the provisions of these SoPs will be deemed as unacceptable and may be subject to termination and damage claims, according to the SEEHN legal acts. 

3. Types of communication channels:

This SOP is applied to all types of communication prescribed in the Communication Strategy. All communication of the SEEHN Secretariat will be regarded as official only if it is conducted according to the provisions stipulated below. 

The employees and management of the SEEHN Secretariat will ensure that proper communication according to the SOP is always established with any legal or physical person. 

Communication outside the provisions of this SOP is strictly forbidden and can be ground of termination and damages. 

As prescribed in the Communication Strategy the following types of communication are available to the SEEHN Network and Secretariat: 

On-line communication channels: 

· Regular e-mail communication, channeled through SEEHN Secretariat that is in details described in theSOPs;
· SEEHN official web site;
· SEEHN intranet space, for providing documents and information that have limited sharing possibilities with the broader audiences;
· SEEHN Bi-annual Newsletter (printed and electronic version);
· SEEHN e-bulletin (monthly publication distributed through e-mailing list); 
2) Off-line communication channels: 

· SEEHN meetings (regular meetings in June and December); 

· SEEHN organized events (TAIEX, RCC, etc); 

· Other meetings in which SEEHN participates as organizer. 
4. Detailed description of procedure – based on best practice/standards:

4.1. Regular e-mail communication, channeled through SEEHN Secretariat to the SEEHN Executive Bodies and all other legal or physical persons outside SEEHN; 
SEEHN uses e-mail for the benefit of fast communication, with and within the SEEHN structures, as well as out of the SEEHN, with the entities and persons of interest. Email Use Policy applies to this type of communication. 

4.2 Objectives 
The objective of this section is to enable all staff to understand the processes, procedures and their responsibilities in place with regard to the Email Use Policy. This procedural guidance is to aid effective and appropriate use of email on SEEHN systems and to reduce the risk of adverse events by: 

· Setting out the rules governing the sending, receiving and storing of email;
· Establishing SEEHN and user rights and responsibilities for the use of the system;
· Promoting awareness of and adherence to current legal requirements and SEEHN Information Governance standards;
· Ensure users of the email system understand their responsibilities regarding appropriate and proper use, and 

· Identify the organizational responsibilities in managing the use of email services effectively. 

4.3 Scope 
The SEEHN Email Use Policy and this SOP guide applies to the use of: 

· SEEHN provided email accounts 

· SEEHN email accounts (name.surname@seehn.org,  surname.name@seehn.org) for business and personal use on SEEHN and non-SEEHN premises including from home, internet cafes and via portable media, and 

· The use of personal email accounts accessed from SEEHN systems 

4.4 Access and Authorization 
4.4.1 Access 
Email is available to all staff that are authorized and registered as users of the network. 

· Account Authorization – Requests to authorize staff to receive email services, or to change an existing account holders details should be submitted to the IT department on the formal “IT Services Request Form”  available on the Intranet. These must be signed off by the Director of the Secretariat or they will not be approved. 

4.4.2 Overview of User Responsibilities 
The following will be deemed as acceptable use: 
· Use the SEEHN’s email in an appropriate and efficient manner for business purposes, such as sending and receiving communications within the organization and to organizations outside the SEEHN ;
· Some limited personal use of email is permitted which has no lucrative agenda; 
4.4.3 The following will be deemed as unacceptable use: 
· Transmit personal identifiable data or commercially sensitive material without using an authorized email address or without approved data encryption tools;
· Use personal\web based email for SEEHN business unless authorized to do so by the IT Department or the Director. Otherwise if you need to use email for any aspect of business relating to your employment with the SEEHN then you should only use email facilities provided and recognized by the SEEHN email accounts. 

· Make excessive personal use;
· Access email under any username other than your own.
· Use email to mis-represent or bring the SEEHN into disrepute 
· Download software and install on any computer without the authorization of the IT department.
4.5 Overview of Organizational Responsibilities: 
4.5.1 The Organization will: 
· Have formal request procedures to set up users with an email accounts which are allied to the creation of a network account: 

· Will use email filtering tools to monitor inbound and outbound email ensure the ongoing security of the SEEHN’s network and to protect confidential information being sent insecurely; 

· Will quarantine emails that are deemed to be a threat to the SEEHN network or are of such a composition that are deemed to be of an  offensive or of a malicious nature; 

Implement and maintain anti-virus software on servers and each PC; 

· Maintain email accounts by suspending or removing unused accounts; 

4.6. Personal Use 
Although personal use of email facilities is discouraged, limited personal use is permitted provided it is consistent with the SEEHN’s Code of Conduct and does not interfere with the performance of your duties. 

Employees should regard this facility as a privilege that should normally be exercised in their own time without detriment to the job and not abused. 

Inappropriate or excessive personal use may result in disciplinary action and/or removal of email facilities. Staff should be aware that both private and legitimate SEEHN business use of email will be subject to monitoring. There is no absolute right to use the email facilities for personal use.  

4.7. Confidentiality 
To avoid compromising confidentiality email users should: 

· Work on the basis that email is not entirely immune to interception; 

· Work on the basis that the data subject may inspect personal data within emails; 

· Observe service user and staff confidentiality on all communications; 

· Ensure consent has been given before releasing confidential information to third parties; 

· Never send P.I.D. using a personal webmail account over the internet (e.g. Hotmail, Yahoo, Gmail etc.); 

· Always ensure that PID if it does need to be sent by email is ENCRYPTED; 

· Be vigilant about forwarding emails received as these may contain confidential data;
· Check when forwarding emails sent to them that the email thread does not contain confidential or sensitive information; 

4.8. Unacceptable and Inappropriate Use of Email 
The unacceptable use of email is considered a serious breach of security and may result in action being taken under the SEEHN’s relevant and Disciplinary/Conduct policies and could result in dismissal. It is not possible to make an absolute definition of inappropriate and unacceptable use, however the following sub sections of this SOP outline possible instances that are deemed unacceptable or inappropriate, and also it should be noted that the following is not exhaustive and there may be other instances that by SEEHN may be deemed unacceptable: 

· Use of email for communicating person identifiable information without being authorized to do so; 

· Use of email for communication of person identifiable information to an unauthorized and/or insecure email system. Any transmission of person identifiable data must also be encrypted; 

· Use of email to transmit large files (more than 50 records) of personal identifiable data without authorization from the IT Department or the Director; (Bulk Transfer procedure should be followed) 

· Any use of a commercial or profit-making nature, or for any other form of personal financial gain; 

· Any use that conflicts with an employee's obligations to their employer; 

· Use considered to be against the organization’s rules, regulations, policies and procedures in particular the Email Use policy; 

· Excessive personal use. The SEEHN will decide what is considered excessive use of email an example of which is given below; 

Excessive use factors: 
• The continual use of SEEHN provided email for ongoing email “chit chat” that interferes with the performance of your duties. 
· Transmission of large files (documents or software) for personal use; (This uses capacity that would normally be used for business purposes and could introduce viruses that may cause sSEEHNere disruption and/or harm to the SEEHN email and network and the ability for the SEEHN to carry out its duties effectively.) 

· Introducing or attempting to introduce computer viruses by email messages or attachments; 

· Creation or transmission of material that is defamatory or material that includes claims of a deceptive nature; 

· Creation or transmission of material that is abusive or threatening to others, serves to harass or bully others or designed to cause distress, inconvenience or anxiety. For example material that discriminates or encourages discrimination on the grounds of: 

a. Race or Ethnicity, 

b. Gender, 

c. Sexual Orientation, 

d. Marital Status, 

e. Disability, 

f. Political or Religious Beliefs. 

Similarly the creation or transmission of any offensive, obscene or indecent images, message, data or other material will be considered unacceptable; 

The SEEHN will, where appropriate, disclose evidence of any member of staff contravening the law or professional standards to the police and/or regulatory bodies. Use of email for communicating person identifiable information without using an authorized email address or without approved encryption facilities or without using SEEHN net or without password protecting the information; 
· Use of email for communicating commercially sensitive material without using an authorized email address or without approved encryption facilities or without using SEEHN net, or without password protecting the information’ 

· Use of email to misrepresent the SEEHN or enter into contractual agreements (unless you are specifically authorized to present views of your organization or engage in online purchasing); 

· Re-producing SEEHN publications and communications thus infringing copyright laws law and intellectual property rights; 

· Creation or cascading of emails using SEEHN provided email services containing material that brings the SEEHN into disrepute; 

· Creation or cascading of emails using SEEHN provided email services containing unsolicited commercial or advertising material; 

· Creation or cascading of chain letters or junk mail of any kind; 

· Creation or cascade of anonymous messages or deliberately forged messages; 

· Use of SEEHN provided email for activities that violate the privacy of others or unfairly criticize and misrepresent other individuals;  

· Use of SEEHN provided email for activities that corrupt or destroy other users’ data or disrupt the work of other users; 

· Routing external communications in a manner that deliberately attempts to bypass any system logging or audit functionality 
· Users disguising themselves or their sending address when they use the service in order to misrepresent any aspect of a communication; 

· Use the email service to violate the laws and regulations of the Republic of Macedonia or the European Union. 

Remember that all laws relating to written communications also apply to emails. 
Emails  could be presented as SEEHNidence in a court or tribunal. In addition users should be aware of their responsibilities to:
· Ensure that the identity of the recipient to whom they are sending an email is correct; 

· Reasonably understand copyright, trade-mark, libel, slander and public speech control laws, so that their use of the email service does not inadvertently violate any laws which might be enforceable against the EEHN or organization; 

· Check before forwarding any emails received from others as these may contain confidential or sensitive information which should not be shared. 

4.9 Email Retention 
SEEHN emails, either in electronic of hard copy form should be retained for the periods set out in Part 2 titled Records Management Code of Practice of the SEEHN’s Standard Operational Manual as appropriate for the subject matter of the email. 

4.10 User Names and Passwords 
The use of SEEHN provided email services is aligned to the creation and ongoing usage of a SEEHN network account. Therefore: 

· Each Employee are responsible for maintaining the security of your individual username and password;
· Each Employee must not share your unique username and password;
· If a breach of security is recorded under employee’s login each employee will be required to prove that is not responsible for the breach. 

4.11 Temporary Staffing Network Account 
A number of Delegated network accounts for Temporary staff will be established by the IT Department so that business continuity can proceed during staff absences or shortfalls dictate the need for such resource. These accounts are managed and requested by the Director and as such he/she or a person delegated by him/her is responsible for ensuring that such accounts are used appropriately and are closed when the need for the temporary account has ended, in accordance with the SEEHN’s relevant and Disciplinary/Conduct policies. 

To request such an account a “Temporary Staffing network account request form” should be completed and signed by the requesting manager and returned to the IT Department. Upon leaving the SEEHN the temporary member of staff must release the password they have set to allocating manager who in turn signs acceptance of this password upon which the password is reset by individual issuing manger. 
4.12. Anti-Virus 
a) Viruses can damage computer systems, destroy data, cause disruption and incur considerable expense for the SEEHN. Although the email system has background antivirus defenses it is still essential for users to specifically check any suspicious mail or attachments prior to opening. 

b) Employees must not open attachments from external sources unless they are sure of their 

c) authenticity.  If in doubt seek clarification from the sender.  Areas expecting emails from unknown sources should request a code be inserted in the title/subject heading (e.g. a job vacancy code). 

d) If any viruses are found or you suspect that your machine may be infected, the IT department must be informed immediately. 

e) It is forbidden to send executable computer programme files as attachments, without prior consent from the SEEHN IT department. The downloading and subsequent use of software received via email, without prior approval, is strictly forbidden (this includes screen savers). 

f) It will be considered a serious breach of policy if an email user deliberately infects or makes any attempt to infect the SEEHN or other network systemor other network system with computer viruses. 

4.13 Formation of Contracof Contracts 
Email is capable of forming or or varying a contract in just the same way as a written written letter. Such capability gives rise to the danger of employeesemployees inadvertently forming contracts on behalf behalf of the SEEHN or varying contractual terms to which which the SEEHN then becomes bound. For exam example sending an ambiguous email to a contractor or supplier supplier that could be misread as asking them to undertake some undertake some work on behalf of the SEEHN could be dee deemed a legal contract. Employees such take due care care when drafting the words of an email so that they cannot cannot be construed as forming or varying a contract when this is not the intention. 

4.14 Email Disclaimer 
· Disclaimer text will automatically automatically be added to any external emails that are sent. Staff should not add disclaimer text within their own signaithin their own signature panel. 

· The addition of this text is desdesigned to limit the SEEHN’s potential liability liability with respect to information being communicated. The The use of a disclaimer does not provide an absolute olute defense against breaches of confidentiality nor should should it preclude the user from undertaking fundamental ntal checks before sending the email. 
4.15. Signature Panels 
Email signatures should contain the following minimu tures should contain the following minimum amount of information. 

· Name Job title Department Location/address Telephone number Work mobile, if appropriate work mobile, if appropriate 
4.16. Sending and Receiving ESending and Receiving Email Messages 
· Use email only when it is the most app n it is the most appropriate means of communication; 

· Communicate only with those who are required to rea te only with those who are required to read the message; (Need to know) to avoid breac to know) to avoid breach of confidentiality; 

· Use the Global Address Book with ca Address Book with care to ensure email reaches the correct recipient hes the correct recipient; 

· In the event of a mistake, usemistake, use the “recall” message tool; 

· File attachments should should only be sent via email when absolutely necessary necessary and should be deleted as soon as is is practicable. Ideally place large attachments in a a shared location (where possible) and inclu include the path to the file in the email. Make use of of approved tools to minimize the size of attachmentsthe size of attachments, e.g. Portable Document Format (PDF). ormat (PDF). 

4.17. Large Numbers of Recipie bers of Recipients 
· Be selective about who you send messages to. 

· Be selective about who you send messages to.
· Place large attachments in a shared l e large attachments in a shared location such as 

· the Intranet or “SharePoint” and send only the link to the location. 
4.18. Distribution Lists 
· Inappropriate use of the 'distribution lists’ wastes both network resources and staff time, for this reason they must only be used for business purposes for distributing mail which is relevant to everyone on the list. 

· Users should check that the distribution list they are using is appropriate for the email being sent. 
4.19. Global Emails 
· Global emails are intended for communicating high-level information relating to SEEHN business within the SEEHN. 

· All messages must have a named signatory and be approved by an appropriate Head of department or Director before they are sent. Or alternatively request that the Manager or department Head forwards to the Communications Department to distribute on their behalf. 

· If you wish to reply to a global email message, only reply to the named contact on the bottom of the email.  Do not respond globally as this takes up unnecessary storage space on the email server. 

4.20. Auto Forwarding of Email 
To avoid service user/person identifiable data or sensate or confidential information being sent on to an insecure email address auto forwarding of email from a SEEHN email to a non NHS email address, i.e. a personal email address, is NOT allowed. Exceptions to this can be approved by the Chief Executive or Director of Strategy and Business Development. 

4.21. Email Received in Error 
Inform the sender if you receive a message to you in error. Delete the message from your mailbox. 

4.22. Phishing Email 
If you received an email with suspicious or clearly fraudulent content do not respond to this email.  Delete it immediately.  DO NOT RESPOND as this indicates an active mailbox. 
4.23. Junk Email (or Spam) 
Junk Email (or "Spam") is any email received when it has not specifically been asked for. It may be advertising goods or services, or even warning of a new supposed "virus." It is always something that you don't want to receive. 
Although there is a SEEHN wide filtering system. The best policy to deal with junk messages is to delete them as soon as you receive them -in this way, the people that sent the message never receive a reply from your account, and may not send a message to your account. Also:
· Never respond to them -by replying to the message, you're giving them your email address, and confirming to them that your mail account is active. 
· Never respond to instructions to reply with the word "remove" -again, by replying to the message, you're giving them your email address, and confirming your account is active. Chances are that you won't be removed from the list, and you may in fact be added to more lists as a result. 
· Never click on URL (web addresses) contained within the message -again, this action could alert the message sender of the validity of your email address. 
· Never sign up to sites that promise to remove your address from junk email lists -although the site may be legitimate, there's also the chance that the site is owned by email address collectors, so instead of giving your email address to be removed from a list, you've just added it to another. 
· If you receive an email with an attachment that you haven't asked for -DO NOT open the attachment. It's very common to spread viruses by email -when you open the attachment, you could be launching the virus on your computer. 
4.24. Emails with Warnings about Criminal Activity/Frauds/Scams 
Where there are genuine matters relating to security that staff need to be aware of these will be notified by the Police to IT Department which in turn will issue warnings or guidance to staff. 

4.25. Out of Office 
Use the “out of office” tool when appropriate. This is especially important for Freedom of Information, as a disclaimer will be automatically added to all Out of Office notifications informing the requestor that they must resubmit their request to the appropriate SEEHN email address. 

Staff should ensure that their out of office message includes details of when they will be back in the office, who should be contacted in their absence and include contact email addresses or telephone numbers. 

4.26. Shared Email Facilities 
To aide productivity the SEEHN’s email service offers users the potential to send email on behalf of another user, once delegated permissions have been set up. Whilst this is a useful service, users should be aware that in giving permissions to someone else they are still also responsible for any email sent on their behalf by this mechanism.  All emails sent under these arrangements should make clear that they are sent on behalf of another. 

4.27. Shared Calendar/Diary Facilities 
To aide productivity the SEEHN’s email service offers users the potential to share calendars and diaries, once delegated permissions have been set up. 

Whilst this is a useful service, users should be aware that giving permissions to someone else comes with some risk, thus permissions should be applied carefully so that for example permission to the users email is not given by mistake. 

4.28. Accessing a Mailbox of another Member of Staff 
Except as set out below, no member of staff will be allowed to access another member of staff’s email account without the express permission of the member of staff to whom the mail box belongs. 
Where it is not possible to ask the permission of the member of staff whose mailbox needs to be accessed, due to them being away from the office for an extended period of time e.g. sick leave, or the person is no longer employed, and there is no other way of obtaining the information,  the procedure for gaining access to their mailbox in the following order is: 

· Gain written authorization from the Director ultimately responsible for the member of staff. 

· Submit the authorization to the IT Manager. 

· The IT Manager will consider the appropriate way forward i.e. if access to the mailbox is required or specific messages can be identified. 

If you believe you may have cause to need copies of emails sent to a user who is going on planned leave etc. then you should agree with the member of staff an appropriate way of doing this prior to their leave. 

A record will be made and held by the IT of the reason for accessing the mailbox with the names of the people involved. 

He will, where possible, inform the person whose mailbox was accessed conveying the information recorded as cited above; except when to do so may prejudice the investigation of criminal offences. 

4.29. Use of Personal Mail Folders (PST) 

The email service provided by the SEEHN allows the creation of Personal Folders to store emails.  This system creates a folder on your personal network drive (P :) in which you can store emails in a structured method via Outlook. This method relies the load on the email system and enables users to manage emails they may need to keep. Users are encouraged to use this method rather than storing large numbers of email on the mail server itself.  

4.30. Copyright 
Email users must observe all contractual, copyright issues. Under the Copyright Law, copyright law can be infringed by making an electronic copy or making a “transient” copy (which occurs when sending an email). Copyright infringement is becoming more commonplace as people forward text, graphics, audio and video clips by email. Employees must not copy, forward, or otherwise disseminate third-party work without the appropriate consent. 

4.31 Freedom of Information 
Although by its nature, email seems to be less formal than other written communication, the same laws apply.  Therefore, it is important that users are aware of the legal risks of email. 

As defined in the SEEHN set of Standard Operational Manual, email is an electronic record.  A printed copy of an email is a hardcopy record. Information contained in an email may be disclosed either in part or in whole to the public through the Law on Free Access to Public Information or associated legislation. Although exemptions exist, staff and stakeholders need to be aware that the SEEHN cannot guarantee confidentiality of correspondence conducted by email, as stated in the SEEHN email disclaimer. 

4.32. Harassment 
It is strictly forbidden to send messages that contain offensive or harassing statements or language, particularly in respect of race, national origin, sex, sexual orientation, age, and disability, religious or political beliefs. Remarks sent by email that are capable of amounting to harassment may lead to complaints of discrimination under the Discrimination Law or related legislative. 

4.33. Defamation 
The ease of use of e-mail can lead to unguarded and impetuous comments being made, which in turn could be classified as defamatory. Defamation arises where there is the publication of an untrue statement tending to lower the subject of the statement (which may be an individual or an organization) in the estimation of the public generally. Liability for the tort of defamation applies to electronic communication just as it does to more traditional forms of publishing. 
4.34. Email Good Practice Guidelines 
Email is a powerful communications mechanism and therefore it should be used in a professional and courteous manner and in a similar vein to the written or spoken word. Take care in what you write, because you do not know where copies of your email may end up. 
4.35. Limits and Quotas 
All email accounts on the centrally managed server have quota limits placed on them however limits are generous and should never be reached provided the following guidelines are adhered to: 

· Regularly delete unwanted emails and the contents of ‘sent items’ and ‘Deleted items’ folders. 

· Copy any mail and/or attachments you need to keep to a folder on your PC. 

· Use the archive facility to save ‘old’ mail. 

Users will receive email notification when approaching their quota limit and are encouraged to follow the above guidance to manage their account. Once over quota no further email can be sent or received from an individual's account until they have reduced their storage to below the set limit. 
It is not always necessary to send an attachment as an alternative a you can email a hyperlink to a particular document once it has been placed on the SEEHN’s Intranet. Advice on SEEHN Intranet publication can be obtained from the IT 
4.36. Lost or Stolen IT Equipment and Data 
All staff are required to report immediately to the SEEHN the loss or theft of any of the following; 

· Computer or Laptop, Memory Stick, flash pens, CDs, DVDs, external hard drives, Palmtop Computer, blackberry device, mobile phone, iPad or other such mobile IT device. 

· Papers or files containing patient Information, papers of files containing carrier information, papers or files containing staff Information 

· The above should be reported if the equipment or data belongs to the SEEHN or relates to anyone connected with the SEEHN e.g. staff, patient or carrier. This also applies in instances where your own property is lost or stolen and it contains such information. 

Loss or theft of any of the above items should be reported immediately to the

· Director 
· SEEHN IT Manager, and 
· Police (for high value items or containing confidential information) 
4. 37. Security Breaches 
Recording security breaches enables management to improve the quality of work of the staff; and therefore each employee is encouraged to report incidents for this purpose. 

4.38. Investigatory/Disciplinary Proceedings (see also Monitoring) 
The SEEHN will investigate complaints received from both internal and external sources, about any unacceptable use of email that involves the SEEHN’s IT facilities. 

Where there is evidence of an offence or breach of the SEEHN’s policies, it will be investigated and acted upon in accordance with the SEEHN’s disciplinary procedures. In such cases The SEEHN reserves the right to disable accounts or block email to prevent further damage or harm occurring or impound equipment. 

4.39. General Rules 
Email users must not: 

· Use other people’s email accounts to send emails. 

· Give other authority to view or amend your mailbox unless fully justified. 

· Engage in any activity, which is illegal, offensive or likely to have negative repercussions for the SEEHN. 

· Allow third parties to read personal or confidential data in emails by leaving your screen in view of such third parties. 

· Read other people’s emails sent to someone else, without their express permission. 

· Create or send any offensive, obscene or indecent images, data or other material. 

· Initiate or propagate any provocative exchanges of email. 

· Initiate or propagate electronic chain letters or junk mail. 

· Engage in unauthorized selling or advertising of goods and services. 

· Create or send messages that may constitute racial, sexual harassment or harassment on the grounds of disability. 

· Send any unsolicited commercial or advertising material either to another user or organization(s). 

· Forge, use a false identity or anonymously send emails. 

· Attach “fancy” decorations, such as smiley faces, borders, colored or theme backgrounds to emails. Unnecessary network storage is taken up by their use and many third party software applications offering these decorations often carry surveillance software within them. 

4.40. Outlook Mailbox Housekeeping 
The amount of email in the personal inbox should be kept to a minimum and the inbox should not be used as a storage facility. Unless required for audit purposes, emails should be deleted after reading, responding or action. 
The email system is designed for the transmission of messages and is not designed to be an archival system and staff should not rely on the email system as a safe archive for important documents.  Emails should be reviewed on a Monthly basis and deleted when no longer required. The same housekeeping rules apply to send items. 
The deleted items folder should be set up to clear all deleted items upon exiting outlook. Any emails that need to be saved should be moved to a personal folder (PST file). PST files should always be stored on a network drive to ensure they are backed up by the server. 
Staff should be aware that PST files above 1GB in size can become unstable and may corrupt resulting in the loss of data.  It is important that staff regularly check the size of their personal folders within Outlook and carry out regular housekeeping in order to keep them under this recommended. 
5. SEEHN official web site

5.1. Purpose 
The purpose of this Section of the SOP is to define the procedures involved in the publication of documents and new information on the SEEHN’s website (further in the text: Website), once the need for publication/modification of information has been established. 
5.2 Scope 
This SOP applies to the staff responsible for update and publication of documents on the Website and to the staff responsible for managing the Website. 

5.3 Definitions 
a. SEEHN webmaster: Person who uploads information to the server where the SEEHN website is located (staff responsible for managing the Website. External dissemination: Distribution of public documents to external partners and stakeholders, through their publication on the SEEHN website. 

b. Major modification: publication of a new document/information 

c. Minor modification: spelling mistake, small word change, deletion of an obsolete document or information already published on the SEEHN website. New document: Any document not currently published on the SEEHN website. New information: A modification of an existing document, addition of information in other ways (i.e. new section, new page, new text, etc…), or an alteration in any way of the information available on the SEEHN website at any one time. 
d. PDF: Portable Document Format (Adobe), a non-editable format used for publishing documents on internet. 

e. PDF conversion: Function to convert MS Office programmes, e.g. Word documents, to PDF. 
f. Publication: Process of providing access SEEHN-related documents on the SEEHN external website. 

g. Signature book: A file book used to circulate documents and collect approval signatures within the Agency. 
h. Test environment: A web space hidden from the public which is used to test elements of the SEEHN system, and to preview and correct pages for the SEEHN website. 
i. Production environment: A web space available to the public where the SEEHN website is located. 

j. Transmission slip: A one-page template listing the approval steps for publishing documents and new information on the SEEHN website, which is circulated and signed off by relevant staff of SEEHN. 

5.4. Procedure 
5.5. Benefits of web standards 
Adopting web publishing standards will provide: 

· identity, vision and reputation, through maintaining a high profile and clear, consistent image of all published material web presence 
·  higher external search engine rankings 
5.6. Site ownership and responsibilities 
5.6.1 Site approvers and Site coordinators are responsible for: 

· own unique user name and password to access the website 
5.6.3 Site authorizers are responsible for: 

· research, administration, community engagement, marketing and/or communication activities of SEEHN 

· adequately trained 

· content in accordance with the Web Policy and these Web Publishing Guidelines; this responsibility cannot be delegated 

· to create and maintain websites (refer to the section on Quality assurance) 

· and legal requirements on their respective area websites 

The SEEHN Secretariat is responsible for: 

· web services at a strategic level 

· frameworks and investments needed to develop and maintain web services at the level required for competitive success 

· such as reviewing policies, guidelines, standards, compliance issues and training needs in conjunction with relevant internal organizational units 

· knowledge and advice 

· the investigations undertaken to develop more effective services 

· implementation and establishing working group requirements eveloping channels of communication with the SEEHN websites stakeholders. 
· websites to ensure compliance with policies and guidelines 
SEEHN Secretariat is responsible for access to website and for managing the SEEHN web platform: 

· wide service developments in alignment with strategic plans and other WSSC decisions 
· of all new websites and/or the major redevelopment of existing websites published under the SEEHN domain 

· support and training for the university web content management system 

· web policies and guidelines. 

5.7. Breaches and misconduct 
Websites that constitute breaches in any of the areas outlined in the Web Policy will be taken down, removed or blocked depending on the specific nature of the breach. 

Misconduct will be managed through the processes outlined in the Web Policy. 

5.8. Promotion and third party activities 
5.8. 1 Advertising 
Advertising on the SEEHN website must relate to SEEHN activities, programs and/or services and must be consistent with the SEEHN mission. 
Advertising on the SEEHN website for programs and services of external agencies and organizations, commercial or non-commercial (e.g. Health Week, Innovation Week) may be approved by the Director. 
5.8.2 Sponsorship acknowledgements 
Approval of the Director must be obtained prior to sponsorship acknowledgements being placed on SEEHN websites, and approval will only be granted where the sponsorship arrangement is an official and significant contribution to a SEEHN program, Research Centre, unit or relevant. 

The sponsorship must have a clearly defined and finite presence, and must not damage the reputation of SEEHN. 

Placement of sponsor’s logos must be associated with a description of the relationships (e.g. „in partnership with ResearchCentre, unit or relevant item. The sponsor’s logo should be smaller than the SEEHN logo. 
5.8.3 Third party websites 
Consideration will be given to hosting of third party websites for not-for-profit organizations and/or those with an affiliation with SEEHN on SEEHN web servers. A hosting charge may apply. Third-party websites with a non-SEEHN commercial purpose will not be hosted. Hosting and associated service agreements will be negotiated on an individual basis. 

5.9. Web addressing 
5.9.1 Mandatory requirements 
a) SEEHN will operate only one Domain Name Server (DNS) service for business purposes; this service will be managed by IT Resources. 

b) All web addresses under the SEEHN domain (www.seehn.org) can be hosted within the SEEHN network. 

c) All SEEHN organizational units must use a web address under the SEEHN domain and therefore must comply with the SEEHN Web Policy and the mandatory requirements of these guidelines. Where operational and/or strategic benefits or alliances dictate, an application may be made to the Director for approval to operate additional web addresses. 

d) All web addresses within the SEEHN domain will be allocated and administered by IT Department.
e) Web addresses for SEEHN services must be formally requested via the IT Department; 

f) Web addresses must not be used or advertised prior to formal approval being received; 

g) Web addresses must be unique (not allocated to another party).
h) Web address components must be composed entirely of lower case letters, digits and hyphens, with the last character not being a hyphen.
i) In general, consistency of naming and abbreviations will be adopted for SEEHN web addresses. Other abbreviations, initials, shorthand or full names may be acceptable in some situations, for example, because it has already been associated uniquely with that organizational unit in some other context, or could reasonably be expected to be so associated. In this situation, consistency will be achieved through use of aliases or redirects. 
j) Subunits of an organizational unit, or services offered by an organizational unit, should normally be allocated sites within that domain, rather than sub-domains under that organization’s name. 
k) Other than for subunits (as above), web addresses should not attempt to reflect the structure of SEEHN. Organizational structures may change, requiring the web address to change, and hence should be avoided where possible. 
l) No offensive name (or one that could be expected to give offence) will be allowed; names should not undermine the reputation of SEEHN. 

5.10. Redirections after a change of web address 
When website content is moved or transferred to a new location, the web address may need to change. If the web address changes, permanent redirections (a 301 HTTP status code meaning that a URL has been permanently changed) will be required to ensure external search engines can find the new site. 

5.11 Web hosting 
1. Occasionally, domain names other than of the form www.seehn.org may be registered and hosted within the SEEHN IP address space, for example, .edu. Any organizational unit wishing to do so must obtain the prior approval of IT  Managerby lodging a written application stating the reasons. Web & Learning Services will use its discretion in approving or disallowing this. 

2. All non-SEEHN domains hosted by SEEHN must be registered and managed by ITManager. 

3. Hosted sites not under the SEEHN domain will be charged for at cost-recovery rates. 

4. Websites that are hosted externally may only contain official SEEHN content with the written permission of the relevant SEEHN site authorizer and must not duplicate content found on a SEEHN website hosted internally. 

5. Domain names containing .com will not be hosted within the SEEHN network. 

5.12 SEEHN website brand identity 
The SEEHN logo is the SEEHN’s public brand. It is a vital element in the positioning and recognition of SEEHN as possessing an attractive, distinctive and unique character. Correct usage of the brand will contribute to SEEHN reputation and supports its strategic objectives. 
The objective is to create web pages that effectively brand and communicate SEEHNs key messages to local, national and international target audiences. 

The correct size, placement and color of the logo and the banner on web pages are essential. In addition, the design of, and the content on, SEEHN websites contribute to the SEEHN brand. 

For maximum branding consistency, the development of all SEEHN websites must follow this SOP incorporating appropriate use of the logo and the banner, without any adjustments to the HTML or CSS (cascading style sheets). The future management of all SEEHN websites within the SEEHN’s Web Content Management System (UWCMS) will ensure that these elements are not adjusted. 
5.13Announcements, news and events 
Announcements to be displayed on the SEEHN home page must meet the following criteria: 

· SEEHN-wide impact in a marketing/promotional/informational context 

Proposals for changes to any content on the SEEHN home page, including permanent links, announcements, news, events and conferences, should be submitted to the IT Resources Service Desk (service.desk@seehn.org) or IT Manager directly.
5.14 SEEHN Web Content Management System (SWCMS) 
To help website owners easily comply with the SEEHN Web Visual Standard, all new websites under the SEEHN domain are required to use the SWCMS. 

Exceptions may be considered where a strong business case can be made to manage the site in another way. 

The SWCMS has an easy-to-use interface and will assist with: 

· basis 

· styles, layout, navigation and SEEHN website-wide requirements. 

When using the SWCMS: 

· Web Visual Standard 

· and additional CSS styles must not be added without approval 

· and do not contain content; no dynamic other than those provided are to be used) 

	Requirements 
	Legislation, policy, guideline or WCAG checkpoint/success criterion 

	Navigation menu follows the organization of site content 
	

	Navigation menu links appear and behave in a consistent manner 
	

	Navigation menus do not contain content, i.e. must add functionality, not content 
	


· logo requirements must be met. 

5.15. Compliance 
The publishing of new websites outside the SWCMS and/or not conforming to the Web Visual Standard will, in general, not be permitted due to the impact on the SEEHN brand, image, reputation and recognisability. 

5.19. Web-related language specifications 
The following specifications are used in the Web Visual Standard and are recommended for the development of all websites: 

· W3C HTML Hypertext Markup Reference
· W3C Cascading Style Sheets– Specification
· Other W3C standards should be followed for web applications.
5.20. Graphical elements of the Web Visual Standard 
5.20.1 SEEHN logo 
Logo 5.20.2 Header 
If a website is being created and requests permission to refer to SEEHN as partner, the header requirements are: 

5.20.3 Footer 
Due to legislative requirements, the Web Visual Standard must have the following items in the footer: 
	Postal address using the Macedonia Post „clean� format 
	Web Publishing Guideline 

	Phone number and fax Must include both the following including spacing shown: Macedonia: + 389 XXX International: + XXX 
	Web Publishing Guideline 

	Web address 
	Web Publishing Guideline 

	Email Preferably a group/generic email for an organizational unit 
	Web Publishing Guideline 

	HQ location Location of HQ on Google map 
	Web Publishing Guideline 


	Requirements 
	Legislation, policy, guideline or WCAG checkpoint/success criterion 

	SEEHN logo on the top left of all pages is linked back to the SEEHN home page 
	Web Visual Standard 

	A SEEHN Home link is available – linked to the SEEHN home page at www.SEEHN.edu.au 
	Web Visual Standard 

	Contacts link is available – linked to http://www.SEEHN.edu.au/contacts/ 
	Web Visual Standard 

	Search box for SEEHN is added to the top of each page 
	Web Visual Standard 



5.20.4 Contact page 
All websites will have the following minimum contact information. 
	Requirements 
	Legislation, policy, guideline or WCAG checkpoint/success criterion 

	Research – linked to http://SEEHN.org/research
	Web Visual Standard 

	Last Modified: xxx – add in the date the page was last updated 
	Web Visual Standard 


5.21 Content standards 
Web content includes: 

5.21.1 Content download speed requirements 
It is recommended that whole pages take not more than 8 seconds to download. This will depend on the connection speed of the target audience and the size of the webpage (see the formula below). Individual files can take longer, but the file size should be included in the link text (see Link requirements). 
5.21.3 Content quality Code quality 
5.21.4 Visual layout and formatting quality 
5.21.5 Communication, language and style quality 

5.21.13 Non-HTML content requirements 
Guidelines for ALL non-HTML files (i.e. Video, sound, PDF, Word, RTF, etc) provided on a SEEHN website: 

5.21.14. Specific PDF requirements 
In addition to the Non-HTML file requirements above, when loading PDFs on a SEEHN website, please note the requirements in the table below: 

5.21.15 Specific MS Word document requirements 
In addition to the Non-HTML file requirements above, when loading an MS Word document on a SEEHN website, please note the requirements in the table below: 

Note: Converting MS Word files 
Copying Word files into web pages can bring with it custom tags that may cause some browsers and screen readers to misinterpret and therefore render the page incorrectly. To aid the use of structural tags and navigational aids the custom tags need to be removed. 

5.21.16 Specific MS PowerPoint presentation requirements 
In addition to the non-HTML file requirements above, when loading MS PowerPoint presentations on a SEEHN website, please note the requirements in the table below: 

5
5.22 Website planning 
Creating a plan of the structure of a website is the essential first step in establishing a new website or reviewing an existing website. Careful planning can be the difference between producing a website where information is easy to find or difficult to discover for more information refer to the section on Website planning on the Web Services website. 

New websites 
All new websites must follow a planning process focused on the users of the site. For hints and tips on planning a new website, refer to the Web Services website. 

Existing websites 
To assist with the task of redeveloping an existing website, refer to the Web Services website for an outline of the planning process. 

5.23. Search engine optimization 
The aim of these guidelines is that assist all client groups or site users to find relevant information through search, either externally or through the SEEHN search engine. Pages from the SEEHN web presence found by search (landing pages) will be of the highest possible quality and relevance to users. 

5.24. Quality assurance 
5.24.1 Website testing 
Websites can be evaluated using a variety of testing methods. Website testing covers usability and accessibility issues that can impact on the sites ability to perform at the highest level. 

5.24.2Site audits 
The following site auditing services are offered by Web & Learning Services. 

5.24.3Health checks 
A site audit, known as a Health Check, focuses on criteria representing best practice for website quality. 
It is recommended that a Health Check be conductedevery thirdyear.
5.24.5 Compliance auditing 
SEEHN selected expert will independently audit websites for compliance with the Web Policy, the Web Visual Standard and these Guidelines. 

5.25. Website and web page retention 
Certain types of information on SEEHN websites must be captured and stored in a recordkeeping system in compliance with the SEEHN Records Management Policy of the Standard Operational Manual. Information that must be captured includes: 

·  versions of information containing significant variations in content; 
·  of business transactions. 
As such, SEEHN web servers, standard server backup regimes and content management systems are not to be used as recordkeeping systems, as they cannot capture the required transaction information and associated information describing the changes. This must be done in a SEEHN-mandated recordkeeping system. 

6. SEEHN intranet space, space, for providing documents and information information that have limited sharing possibilities with the brthat have limited sharing possibilities with the broader audiencesaudiences 
6.1 Purpose 
This policy aims to: 
the roles and responsibilities of all parties involved in online cd in online content management ensure best practice in content management and usability principles are established and adopted by SEEHN outline processessses for online content review, maintenance and development on SEEHNs intranet and website intranet and website. 
6.2Responsibilities 
6.2.1 Content authors 
Content authors are responsible responsible for creating and maintaining content relevant to their work area. Content authors must complete Cmust complete CMS training prior to being granted access to the system. The web content manager will provide these training sessions as required. 

6.3Creating content 
Content authors: 
· co-ordinate the developmeelopment of content use the content management system to cre agement system to create and update content 

· ensure content complies complies with the Online writing style guide, SEEHN stylestyle guide and writing for the web conventions

· assign appropriate metadata to content items appropriate metadata to content items 

· ensure material has been cleared for copyright and legality, where necessary submit content through the workflow for approval by the section approver.
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6.4 Maintaining content 
Content authors: 

· maintain content in a timely mannecontent in a timely manner, as needed and as per Appendix A: Content , as needed and as per Appendix A: Content review checklist 

· advise the helpdesk of of materials requiring archiving or deletion. (This will be managed in conjunction the Records Managem managed in conjunction the Records Management policy)

6.5. Section approvers 
Section approvers are responsible for authorizing the publication of content that is relevant to their section/division. 

· Section approvers: ensure that content created or edited by their content author/s is accurate and up-to​-date 

· ensure that content is appropriate to be nt is ppropriateto be made available to intranet or website use ble to intranet or website users advise authors of any any changes required to content before it is suitable suitable for publication 

· submit content through through the workflow for approval and publication by the web content manager 

· Section approvers will be added d to the content management workflow incrementallyntally, as they are nominated by their section/division. their section/division. 

6.7 Content owners 
Content owners are the custodians custodians of the content. Quite often they are also the content content author. Content owners are responsible responsible for the ongoing review of intranet and internet internet content. 

6.8 Editorial guidelines and standardsEditorial guidelines and standards 
6.8.1  Content criteria 
The criteria below have been established to ensure that content on the SEEHNSEEHN intranet continues to be relevant and apprappropriate for the medium and the audience. All content must behe audience. All content must be approved by the section approve approver (or as defined in the section workflow – some pages may not have a workflow e.g. the the publication of job vacancies) as being appropriate appropriate for the intended audience before it is is submitted to the web content manager for approval approval and publication. 

6.8.2  Intranet 
Intranet content must align with with at least one of these criteria before it will be be approved and published: 

· delivers a key message to staff; 

· makes key information available to staff – for example, policy documents, documents, practice resources; 

· provides a cost benefit– for example, reducing staff time required to to answer queries; enabling staff s ling staff self-service, such as downloading forms or manuals; 

· increases efficiency or productivity  – for example, providing links to selected online research sites; and 

· supports internal communications and collaboration. 

6.8.3  News articles 
News articles will only be published on the intranetif they: 

· are timely and relevant 

· will assist users/Legal CounseCounsel, or keep them informed of recent events 
6.8.4 Style guide compliance ompliance 
Content must comply with the standards set out in the: 

· online writing 

· accessibility, includingincluding documents and images 

· structure 

· metadata 

· online presentation 

Content must also comply with with the general writing principles in the SEEHN writingwriting style guide, where applicable. 
6.8.5 Homepage content 
Requests for material to appear on the homepage of the intranet (other than news articles) should be directed to the web content manager. Content will only be considered for placement on the homepage if it: 

· is aligned with overall intranet direction 

· is relevant to either the the majority of users or an important target audience 

· focuses on the user addresses an immediate need to communicate information to users

6.8.6 Adding or moving a section or landing page 
Requests for a new level two or level three section of the intranet, or for sections at at this level to be moved in the navigation, must be directed to the helpdesk. 

Requests will only be considered if adding or or moving the section/landing page: 

· is of demonstrated benefit to users – for example, improving the discoverability of information 

· is aligned to organizational priorities. 

If adding or moving content at this level affects any other content, the owner/s of that content must be consulted. Usability testing may also be required, to ensure that the proposed change is of benefit to users. 
6.8.7 Publishing images 
Images will only be published on the intranet if they: are optimized for the wefor the web; are relevant, compelling and add value comply with accessibility standardscopyright. 
6.8.8 Publishing translated materials translated materials 
Requests for translated materials to be published on the website should be directed to the IT Department. 

6.8.9 Document availability ent availability 
All material published on the SEEHN intranet must be available to all users, therefore no password protection or limiting access of documents is permitted. 
PDF documents should not have inbuilt security applied to prevent content copying unless there is a strong and valid business need. (Applying such security reduces the efficacy of the search facility). 
XI. Fundraising policies, rules and procedures of the SEE Health Network
Mobilizing Resources from Donors

Introduction

This section outlines the general policies and procedures for mobilizing resources (financial, in-kind and secondments) and covers all stages of the process, from initiating proposals, to approving agreements to record keeping and document storage.

Voluntary contributions may be accepted "provided that the Ex Com has determined that such contributions can be utilized and that any conditions which may be attached to them are consistent with the objective and policies of the Organization" (SEEHN Financial Rules). Potential donors include:

• Member States, in particular their governmental entities, Institutions and agencies;

• United Nations organizations;

• Intergovernmental organizations outside the United Nations system;

• Nongovernmental organizations, including but not limited to those in official relations with SEEHN;

• Private foundations;
• Commercial enterprises, including associations representing commercial enterprises and foundations not at arms' length of their commercial sponsors.

• Individuals

Special care should be exercised for offers of contributions from commercial enterprises, including pharmaceutical companies, in view of the possibility of a conflict of interest, and so as to ensure that the donation is not of a promotional nature and will not be used by the donor for commercial purposes.

Financial contributions

Regional Development Centres (RDHC) and departments develop resource mobilization plans in the context of agreed priorities and resources requirements expressed in the SEEHN Programme Budget, and following the approach as guided by a harmonized global resource mobilization strategy.

Donor proposal principles (financial contributions)

A proposal is a formal request from SEEHN for funds to a prospective donor. Proposals are submitted in response either to a call for proposals (also known as a request for proposal) or result from formal or informal contacts with potential donors.

SEEHN mobilizes resources for health for the implementation of activities as determined by the Executive Committee. The mobilization of financial resources does not necessarily aim at increasing the flow of funds through SEEHN, but rather at ensuring that a greater percentage of development resources is channelled to, and effectively spent in, the health sector.

Financial resources should only be requested for activities included in approved workplans which are included in the SEEHN Programme Budget, with the exception of proposals that are prepared in response to disease outbreaks and emergencies, where separate policies apply.

Essential components of a proposal include a clear problem statement, the proposed means of intervention to mitigate or solve the problem, measurable goals and objectives, a realistic timeline (taking into account the necessary start-up time to build capacity), identification of implementing partners, criteria for monitoring and evaluating progress, and costs.

Assessed contributions cannot be used to subsidize activities funded by voluntary contributions. Therefore, proposals for specified contributions must include provisions for recovery of all of the direct costs of implementation, including programme management, and the indirect Programme Support Costs (PSC) for administration (for the Secretariat of the SEEHN).

Direct costs could include staff salaries (together with managerial support), contracts, travel, procurement and other cost components that match SEEHN’s established expenditure types to facilitate subsequent reporting. Alternatively, for flexible and designated financial contributions, costs can be kept unspecified in terms of specific activities or expenditures, but rather assigned in aggregate to SEEHN’s strategic objectives and expected results, in order to give maximum managerial latitude during programme implementation.

Programme Support Costs are set by the Ex Com. This amount is added to the direct costs in the proposal.

Before submission, proposals for financial contributions must be reviewed for compatibility with existing goals, objectives and workplans, and adherence to financial and administrative rules, regulations, standards and procedures. Proposals also require clearance at the director level (head of SEEHN office), and must be signed by the relevant members of the Executive Commitee.

Donation agreements (financial contributions)

Once SEEHN and the prospective donor approve a proposal for a financial contribution it can be formalized by a donation agreement. A donation agreement is a formal arrangement with a donor to cover a contribution which is consistent with SEEHN’s programmatic priorities, and which contains certain required terms and conditions as outlined below.

Although the form and exact content of donation agreements may vary, one of the following types of legal instruments must be used to conclude an agreement:

a) Stand-alone agreement - a single document signed by both parties, normally based on the SEEHN MoU, or containing the standard text approved by the Ex Com;

b) Letter of Agreement of Contribution (LAC) (including - for the acceptance of contributions by companies - a number of standard procedures prepared by the Legal team);

c) Exchange of Letters (e.g. a letter from SEEHN in response to a letter from a donor, or vice versa);

d) A general framework arrangement with a particular donor country, followed by specific donation agreements under the general framework.

Agreements for financial contributions should, inter alia, address technical and financial reporting requirements. Contributions that can be pooled with other similar donations cannot have individual reporting requirements. A Final Certified Financial Report can be produced only at the completion of the project or earlier termination of the agreement, after settlement of all encumbrances (financial liabilities) incurred by SEEHN Secretariat for the project prior to completion or termination. The agreement should provide for a period of six months to one year after the project end-date to allow liquidation of outstanding encumbrances. Technical progress reports are not certified.

Agreements for financial contributions should contain the same programmatic and cost components, where possible in greater detail, as those included in the corresponding donor proposal. All direct and indirect costs must be fully recovered, or the supplemental resources required to implement the agreements must be available and identified. Agreements may specify: the Strategic Objective(s), Expected Result(s), Major Office(s) (e.g. region) and/or budget centre(s) (e.g. department or country) in which the contribution will be deployed.

Prior to signature, agreements for financial contributions must be reviewed for compatibility with existing goals, objectives and work plans by the implementing programme. In addition, adherence to financial and administrative rules, regulations, standards and procedures must be confirmed by a Certifying Officer, designated by the relevant technical staff in Secretariat and approved by the Director, before an agreement is signed.

All non-standard agreements for financial contributions require prior approval through a documented clearance process from Executive Commitee and the Legal and Financial team. 

Agreements must be signed by the Director and/or Executive Commitee, unless signature authority has been delegated.

In-kind contributions

General

In-kind contributions (of goods) should be treated separately as they are subject to different considerations and require specific agreements.

Legal and/or Financial team should be consulted for all in kind contributions with a view to negotiating and drafting an appropriate agreement with the donor, including to address issues such as purpose of use, directions for use, delivery, transfer of title, warranties and representations in respect of the donated goods, liability, indemnification of SEEHN, distribution to recipient countries, public statements and press releases, etc. In addition, financial team should be consulted with a view to determining the value at which the donation will be recorded in SEEHN’s financial records.

If a contribution in kind can be accepted departments are responsible for ensuring that adequate arrangements are made for storage (if necessary) and transportation and insurance during transportation to recipient countries (including importation and customs clearance). The Secretariat and RHDCs are also responsible for ensuring that the necessary funds are available to manage the contribution in kind (including for example, covering the cost of transportation and insurance, assistance to recipient countries, monitoring and evaluation, etc.). If no such funds are available, such funds should be secured in advance of the acceptance of the donation in kind (i.e. either from the entity making the donation in kind or from another source).
Donations of pharmaceuticals

In case of donations of pharmaceuticals, departments should also ensure that:

• for medicines, the conditions set forth in Guidelines for Drug Donations are met, and Essential Medicines and Pharmaceutical Policies (of the WHO) is consulted; and

• for vaccines the conditions set forth in WHO/UNICEF Joint Statement on Vaccine Donations are met, and Immunization, Vaccines and Biologicals (IVB) is consulted.

In determining the acceptability of large-scale donations of pharmaceuticals, the following criteria should be met:

• sound evidence exists of the safety and efficacy of the pharmaceutical for the indication for which it is being donated. The pharmaceutical is approved by the recipient country for the indication for which it is being donated; it should preferably appear on the WHO model list of essential drugs for that indication;

• objective and justifiable criteria for the selection of recipient countries, communities or patients have been determined (the donation should, in principle, be sufficient to meet the demand for the pharmaceutical in eligible recipient countries);

• a supply system is in place and consideration is given to means of preventing waste, theft and misuse (including leakage back onto the market);

• a training and supervision programme is in place for all personnel involved in the supply, storage, distribution and administration of the pharmaceutical at every point from the donor to the end-user;

• a drug donation is not of a promotional nature, either with regard to the company itself, or by creating a demand for the pharmaceutical which is not sustainable once the donation has ended;

• a phase-out plan for the donation has been agreed upon with recipient countries;

• a system for monitoring adverse events has been set up with the participation of the donating company.

Additional issues to be addressed in the agreement for a donation of pharmaceuticals (in addition to those mentioned above for donations in kind generally) are sustainability, packaging and labelling, shelf life, regulatory approval, prequalification, recommendations for proper administration, adverse events, etc. "Sustainability" means that the donation should not have the effect of creating a demand which is not sustainable in the long-term. Thus, SEEHN generally seeks the commitment from the donor to give favourable good faith consideration to continue making the pharmaceutical available to SEEHN free of charge once the donation has been fully utilized. 
Example:  If a staff member is traveling and receiving per diem, but lunch is provided to the staff at a training event, the staff member must reduce the per diem for that day by 25%.





Requirements �
M or R �
Legislation, policy, guideline or WCAG checkpoint/success criterion �
�
Logo must appear at the top left of every page of all organizational unit websites �
M �
The SEEHN logo is a registered trademark and therefore must not be changed or altered in any way �
�
Logo must have a non-text equivalent (i.e. „alt tagtext) �
M �
�
�
Logo must only appear once on each page �
R�
�
�
Logo must be used without modification of proportions, color or size �
R�
�
�












Requirements�
Legislation, policy, guideline or WCAG checkpoint/success criterion�
�
Correctly identify the human language of the page in its mark-up�
�
�
Optimize content for increased search engine rankings�
�
�



�
�
�
All mark-up (HTML, CSS, scripting languages) will adhere to current standards and validate without errors�
�
�
Use CSS styles, defined in a single place, to control the appearance of text content�
�
�
Identify whether the human language within a page changes�
�
�
Allow text to resize�
�
�












Requirements�
Legislation, policy, guideline or WCAG checkpoint/success criterion�
�
Establish a process for regular review of content, particularly content with specific timelines �
Web Publishing Guideline �
�
Check for spelling and grammatical errors �
Web Publishing Guideline �
�
Check for broken links prior to publishing and at regular intervals �
Web Publishing Guideline �
�
Delegate content responsibility if site is large �
Web Publishing Guideline �
�
Remove old versions of files and content �
Web Publishing Guideline �
�






Requirements�
Legislation, policy, guideline or WCAG checkpoint/success criterion �
�
Authorized by xxx – add in the site authorizer – must be position title of the head of the organizational unit, not sub-section manager �
Refer to Site ownership and responsibilities �
�
© SEEHN Secretariat �
Web Visual Standard �
�
Privacy – linked to the Website Privacy Statement at http://SEEHN.org/privacy/ �
Personal Information Protection Law (MKD) �
�
Copyright – linked to the Copyright Statement at http://www.SEEHN.org/copyright-statement/ �
Copyright Law (C) �
�
Disclaimer – linked to the Website Disclaimer Statement at http://www.SEEHN.org/disclaimers/ �
Web Visual Standard �
�
Accessibility – linked to accessibility information at http://www.SEEHN.org/accessibility �
Web Visual Standard �
�
Site feedback & queries – linked to a generic email address or accredited feedback page �
Refer to guideline on Feedback requirements �
�






Requirements �
Legislation, policy, guideline or WCAG checkpoint/success criterion �
�
Ensure links are distinguished from surrounding text by underlining and color �
Web Publishing Guideline �
�
Use link text that makes sense when read out of context (e.g. do not use link text such as „click hereRU_ÄUHDG_PRUH_ �
Web Publishing Guideline �
�
Include the format and size of non-HTML files in the link text e.g. Policy (PDF 25KB) or Policy (Word 85KB) �
Web Publishing Guideline �
�
Ensure URLs are not used as link text �
Web Publishing Guideline �
�
Don’t use the same link text to point to different URLs (unless the title attribute is used) �
Web Publishing Guideline �
�
If a link opens in a new window, warn the user in the link text or title attribute �
Web Publishing Guideline �
�
Related links are grouped �
Web Publishing Guideline �
�
On long pages, provide „back to topP of the page and at regular intervals throughout the page �
Web Publishing Guideline �
�






Requirements �
Legislation, policy, guideline or WCAG checkpoint/success criterion �
�
Include a text equivalent for all images �
WCAG 2.0 Success Criterion 1.1.1 (Level A) �
�
Ensure a Personal information Consent -Photographs Form has been signed by all people in the images (available from the Governance and Legal website) �
SEEHN Personal information Consent Form �
�
An image of a person, or persons, under the age of 18 cannot be displayed on a SEEHN website without the consent of their legal guardian �
SEEHN Personal information Consent Form �
�
Ensure the file size of images are as small as possible to reduce the download speed (Refer to Content download speed requirements) �
Web Publishing Guideline �
�






Requirements �
Legislation, policy, guideline or WCAG checkpoint/success criterion �
�
Provide a text equivalent for every non-text file or element (e.g., provide alt text for images, transcripts for video and sound files) �
Web Publishing Guideline �
�
Provide the name and contact details of someone who can provide more information or assistance with the non-HTML content �
Web Publishing Guideline �
�
Provide a unique title in the Document Properties �
Web Publishing Guideline �
�
Identify the human language of the file in the Document Properties �
Web Publishing Guideline �
�
Update the text equivalent whenever the non-text object changes �
Web Publishing Guideline �
�
Ensure content has a logical reading order �
Web Publishing Guideline �
�
Text in the link to the non-HTML files needs to be unique, descriptive and make sense when read out of context (e.g. do not use link text such as „click here_ �
Web Publishing Guideline �
�
Include the format and size of non-HTML files in the link text e.g. Privacy Policy (PDF 25KB) or Privacy Policy (Word 85KB) �
Web Publishing Guideline �
�
Use lower case file names �
Web Publishing Guideline �
�
Don’t include spaces in file names �
Web Publishing Guideline �
�
Except where the version or year of a document is relevant to its content (e.g. Annual Report 2008), don’t include the version number or year in file names. This allows for revised versions to easily replace superseded versions of the same document �
Web Publishing Guideline �
�
Optimize the non-HTML files to the smallest possible size, thereby decreasing the download time and increasing the accessibility of files (Refer to Content download speed requirements). �
Web Publishing Guideline �
�
Use clear simple language appropriate for the site users �
Web Publishing Guideline �
�
Consider if the non-HTML file could be a HTML file instead – which is more easily accessible by a larger variety of site users �
Web Publishing Guideline �
�
Consider the size of the non-HTML file – it may be necessary to break document into sections because each section will take less time to download (Refer to Content download speed requirements) �
Refer to Content download speed �
�






Requirements �
Legislation, policy, guideline or WCAG checkpoint/success criterion �
�
Use real text, not a scanned image of text �
Web Publishing Guideline �
�
Use structural tags and navigation aids in the parent WORD document such as headings (not just large bold fonts), lists, links and a table of contents �
Web Publishing Guideline �
�
Create Tagged PDF by using Adobe Acrobat 5.0 or higher, which has better accessibility features than earlier versions. Tagged PDF allows PDF files to apply a logical document structure that can be used by small-screen devices and alternative browsing software such as screen readers, and are therefore more accessible for the visually impaired �
Web Publishing Guideline �
�






Requirements �
Legislation, policy, guideline or WCAG checkpoint/success criterion �
�
Use structural tags and navigation aids in the parent document such as headings (not just large bold fonts), lists, links and a table of contents �
Web Publishing Guideline �
�






Requirements �
Legislation, policy, guideline or WCAG checkpoint/success criterion �
�
Use structural tags and navigation aids in the parent document such as slide title (not just large bold fonts), lists and links �
Web Publishing Guideline �
�
Don’t rely on color alone to convey information – also use text and shapes �
Web Publishing Guideline �
�
Choose high contrast colors for text on a background – test by changing the monitor display to black and white, or print the page on a black and white printer �
Web Publishing Guideline �
�






Requirements �
Legislation, policy, guideline or WCAG checkpoint/success criterion �
�
Hearing disabilities: provide synchronized captions for any audio that conveys content �
Web Publishing Guideline �
�
Blindness: �ensure screen reader accessibility or provide an accessible alternative �provide textual equivalents for all non-text elements that convey content or provide a function \ �warn users of screen readers if a self-voicing item will play and give them the option of stopping the audio, but do not interfere with screen reader audio or keyboard commands. �
Web Publishing Guideline �
�
Low vision: _SOHQW\_RI_FRQWUDVW – note that Flash is based on vector objects (mathematically defined lines and shapes) rather than raster (pixels of differing colors) technology, therefore most Flash content can be easily scaled to any size without distortion. Individuals with low vision may be able to interact with Flash content in ways not possible with HTML content. �
Web Publishing Guideline �
�
Cognitive disabilities: _XVHUV_FRQWURO_RYHU_WLPH_VHQVLWLYH_FRQWHQW �be consistent, and provide easy to use controls and navigation schemes �use the clearest, simplest language appropriate to the content �
Web Publishing Guideline �
�
Photo epilepsy: remove strobing content that flashes between 4 and 59 times per second �
Web Publishing Guideline �
�
Motor disabilities: ensure the Flash content does not require the fine motor skills of a site user and that the content is keyboard accessible (not just mouse operated) �
Web Publishing Guideline �
�






Requirements �
Legislation, policy, guideline or WCAG checkpoint/success criterion �
�
Use structural mark-up appropriately, e.g.: headings, (not just large bold fonts) italics for emphasis �
Web Publishing Guideline �
�
Page Title – shouldbe unique for each page and under 65 characters in length: <title>a unique page title</title>�
Web Publishing Guideline �
�
All mark-up (HTML, CSS, scripting languages) will adhere to current standards and validate without errors �
Web Publishing Guideline �
�
Write in the inverted pyramid style, with important information at top of pages and in the first two words of dot points �
Web Publishing Guideline �
�






usability �
The and effect The extent to which users can use and interact with the site and effectively to achieve their goal. site efficiently �
�
website �
SEEHN online, P SEEHN public website (seehn.org)including sear online, Publications online. search engine, Policy �
�






accessibility �
The includeThe degree to which the site is available to as many peop including people with disabilities. people as possible, �
�
content author �
The pe system The person responsible for entering content into the content manageme stem and keeping it up to date. ontent management �
�
content management system �
A content creat images. content management system (CMS) is an application that create, edit and manage online content, including html pages, images. that allows users to ges, documents and �
�
web content manager �
The content. The person in SEEHN responsible for publishing and managin content. managing online �
�
web support officer �
The and busi ease The person in IT responsible for working with the web content and business units to monitor satisfaction with the currency, usefulness a ease of access to information. content manager usefulness and �
�
content owner �
The author). The person or position that owns the content in question author). question (often the content �
�
information architecture �
The support The structure of a site, including the organization and label support usability. labelling of content to �
�
intranet �
SEEHN discussi such as CLEM Web Foc SEEHN_ LQWHUQDO_ VWDII_ ZHEVLWH__ LQFOXGLQJ_ VHDUFK_ HQJLQH__ discussion forums/blogs etc. Excludes other internal web-such as Learning Management System, CLEMS, Library Catalogue, E-Diary, FAMIS, Grants Online, Web Focus, ATLAS. HQJLQH__ EXOOHWLQ_ ERDUG__ based applications Online, Panels, ESS Kiosk, �
�
metadata �
Informati content. Information about content pages and files, used to describe content. describe and categories �
�
site section �
A pa we are A page or site sitting underneath a parent site e.g. About us > we are > Board….RDUG_LV_D_OHYHO___VHFWLRQ out us > Who �
�
section approver �
The creat The person in a section or division that has the authority created by their content author/s. ority to approve content �
�
URL �
URL page on the w URL stands for uniform resource locator – the unique addr page on the website. address that identifies a �
�









�This is a generic text to be used as a starting template each time a MoU with a new partner is to be developed, negotiated, approved and signed.


� Republic of Israel has opted not to participate in the advertisement;


3 Written tests are optional. The Selection Committee will decide whether to undertake them or not, based on the number of short – listed candidates, and the initial screening of the applications.


� The interviews will be undertaken according to the WHO competence based model for interviews (please see Annex1)








� Republic of Israel is not participating in the process due to the relatively low salary levels of the SEEHN posts in comparison with the average salaries in the Republic of Israel.  





� A  SEEHN RHDC can be a legal entity in its own right, or not.  In the later case the legal entity that controls and is responsible for the SEEHN RHDC is  the designated  institution  or  the  legal  entity  of  which  the  designated  institution  forms  part.  In such a case the  term "SEEHN  RHDC" refers to the institution  while  it  is  performing  the  agreed  terms  of  reference  and workplan  with  SEEHN ,  as  opposed  to performing other activities outside the collaboration with SEEHN . In this guide, the term "institution" refers both to the RHDC as a legal entity in its own right, as well as to the specific part of an entity that is proposed or designated as SEEHN RHDC.


� Article 16 of 2016 MoU.


�Application have to be submitted by MoH to the SEE HN Secretariat, e-mail....


�Defined by Statut or other document


�Required documentation have to be provided together with Application form.
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