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These Guidelines take into account the results and recommendations of the First Experts Meeting of the Caribbean Capacity Building Programme Network (Havana, 26 – 27, March, 2007) and aim to facilitate the implementation of the Caribbean Capacity Building Programme (hereinafter the CCBP) by setting forth the procedure for:


a) Requesting participation in the CCBP network


b) Using the name of the programme and the World Heritage Emblem

c) Implementing the modules 


d) Issuing Certification


e) Reporting to UNESCO on the CCBP activities implemented 

These Guidelines are periodically revised to reflect the evolution of the CCBP implementation 


The key users of the Guidelines are:


Training institutions 


Decision makers 


Heritage professionals

*****

a) Requesting participation to the CCBP network

· Any institution wishing to be part of the CCBP network should send an official request to the UNESCO Office in Havana.

· All requests should be submitted using the application format annex 1 to this document.

· The official request has to be signed by the UNESCO National Commission of the State Party or by the ministerial authorities responsible for the requesting entity.

· Any institution wishing to implement the CCBP has to have the necessary academic, financial, legal and organizational capacities, as well as the consent of the Member State.
· UNESCO Office in Havana will: 1.) receive and analyze all requests from all entities wishing to offer the training modules and 2) send an official reply to the requesting institutions.
· Only the institutions that have officially applied and received a positive reply from UNESCO Office in Havana are entitled to implement the CCBP training modules and use the corresponding training materials and the World Heritage Emblem.
b) Using the name of the programme and the World Heritage Emblem

· Any course announcement (incl. web announcement), certification, and training material provided in the framework of the implementation of the CCBP should acknowledge the role of UNESCO as initiator and coordinator of the programme.

· The official name of the Programme is: Caribbean Capacity Building Programme or CCBP.

The CCBP network members are entitled to use the emblem of the World Heritage Centre according to the principles stated in the Operational Guidelines 2 February 2005, art. 258-279 (see annex 2 to this document).    
c)  Implementing the modules 
· Module 1 on 1972 World Heritage Convention is mandatory, while others are optional. 
· Use of modules is relatively free, while adhering to content is necessary; the way the content is communicated, however, can be adapted, e.g. choice of case studies relevant to end users.

· For accreditation purposes, as well as inter-changeability between entities, contents of modules should NOT differ.

· Any change in module’s structure should be notified and justified  in writing to UNESCO Office in Havana
d) Issuing Certification

· Successfully completing a module (or a series of modules) should lead to the receipt of a certificate/diploma acknowledging participation in the UNESCO-initiated and endorsed Caribbean Capacity Building Programme.

e) Reporting to UNESCO on the CCBP activities implemented
Once a module is completed the hosting entity has to send UNESCO Havana a full report on the results of the training sessions.

All reports should be sent electronically (diskette or CD Rom) and/or via mail to UNESCO Havana Office at the following address: ccbp@unesco.org.cu
Reports should include:

· A general assessment of the training modules implementation 

· Participants List in the course including contact information

· Trainers list 

· Any literature / CD Rom that might have been produced for the course or as result of it.

· Indication of follow up actions/ or conservation projects 
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