[bookmark: _Toc160729134]Appendix 3. Checklist to support the planning of a PHEPA– country checklist 
	Appendix name
	Function
	When to use it
	Purpose

	3. Planning checklist
	Checklist to support the country during the planning phase of the assessment process
	Preparatory period, before and during the country visit and afterwards
	For information.



Phase 1 – Desk review   
	Check mark
	When to perform task
	Task description

	
	Around six months before the country visit
	The country has received and replied to the official invitation letter

	
	Around five months before the country visit
	The country has nominated a Focal Point (a person or a team)
· Please, note that the Focal Point will have to coordinate and ensure engagement from several sectors and levels in the country. Further details are available in the Appendix 1 ToR. Section 2

	
	Around five months before the country visit
	The country has confirmed the dates for the country visit 

	
	Around five months before the country visit
	The country has identified and shared with ECDC the fifth capacity suggested to be assessed in depth during this cycle

	
	Around five months before the country visit
	The country has informed about any potential need of interpretation services during the country visit

	
	Around five months before the country visit
	The country has nominated the experts that should have access to the SharePoint to support the documentation sharing process

	
	Around five months before the country visit
	The country has been informed and expressed its opinion about the presence of experts from WHO Euro and from another EU/EEA country joining the assessment

	No action
	Around five months before the country visit
	The country has received the PHEPA Practical guide with relevant Appendices
· This is the document describing all the steps and relevant information to consider planning for the PHEPA

The country has received the Assessment tool
· This is the document that the assessment team will use as the basis to guide the assessment group discussions during the country visit

	
	Before the country visit
	The country has booked the rooms for the in-country visit sessions 
· Consider round table/board room settings for the sessions to facilitate an inclusive discussion 
· Consider avoiding theatre setting rooms
· Check with the ECDC coordination team during the logistical preparatory meetings the number of rooms needed and any other logistical requirement

	
	Around three to four months before the country visit
	The country has revised and confirmed the agenda 
· The times and order of the sessions are still indicative, consider adapting the agenda according to the national experts’ and country’s convenience at a later stage

	
	Around two to three months before the country visit
	The country has identified the Capacity Leads and the national experts that will participate in the PHEPA
· Suggestions about relevant national stakeholders is available in Appendix 2. Please, consider ensuring regional participation in the assessment if relevant.
Please complete with this information the Appendix 1. ToR. Section 1. Table iii. National experts participating to the assessment process

	
	Minimum six weeks before the country visit
	The country has shared the relevant documents for each capacity with the assessment team 
· Share only the documents that are considered relevant to support the assessment of the aspects included in the PHEPA. Further information on the documents is available in Appendix 4.

	
	Anytime
	To communicate with ECDC assessment team if any clarification is needed


Phase 2 – Country visit 
	Check mark
	When to do it
	Task description

	
	Prior and during the country visit
	The country has ensured the presence of all relevant stakeholders during the appropriate time

	
	Prior and during the country visit
	The country has ensured the presence of the country Focal Point to coordinate with national experts and the assessment team over the full week

	
	Prior and during the country visit
	The country has set the venue, logistical needs, and other necessary arrangements for the country visit 

	
	Prior and during the country visit
	The Capacity Leads are informed about the presentations expected for all the sessions 
· An overview of each capacity with a focus on the information reported under Article 7 and SPAR is expected for all the capacities
· For the capacities not assessed in-depth a maximum of 10 minutes is proposed, for the in-depth capacities a maximum 20 minutes presentation is expected. Further information can be found in the practical guide under section 7.3 and a suggested template is available as Appendix 8.



Phase 3 – ECDC assessment report and Phase 4 – Country action plan
	Check mark
	When to do it
	Task description

	No action
	Two weeks after the end of the country visit
	The country has received the draft assessment report developed by the assessment team

	
	Within three to four weeks after receiving the draft report
	The country has reviewed the assessment report and returned it including feedback
· It is suggested to share the report with all the relevant stakeholders that participated in the assessment process
· This will be the only round of feedback. Exceptional needs will be considered. 


	
	Within three weeks from sending the comments to ECDC
	The country has received the final assessment report

	
	Within nine months of receiving the final assessment report
	The country has developed or updated an existing action plan incorporating the recommendations included in the assessment report and has presented the Action Plan to the Commission and to ECDC
· Please, note that if the country decides not to follow a recommendation included in the assessment report, they should present the reasons for so deciding following Appendix 10




Classified as ECDC NORMAL 

Classified as ECDC NORMAL 

Classified as ECDC NORMAL 

