Guidance for staff publishing supplements in scientific journals

Background
Supplements are collections of papers that deal with related issues or topics and are published as a separate issue of a journal or as part of a regular issue. Supplements are usually organized and funded by a separate entity, such as WHO. The organizer usually appoints external guest editors  to commission or select the articles for the supplement and to select the peer reviewers.  

The organizer is responsible for all the arrangements with the guest editors and contributors of the articles, as well as the costs of publishing the supplement. The publisher is responsible for the production and publication of the supplement. 

Supplements organized and funded by WHO
Agreements
There are usually two agreements that WHO has to sign with the publisher as the organizer and funder of a supplement.

[bookmark: _GoBack]A supplement agreement sets forth the commercial terms that apply to the supplement, including the cost, the number of pages and format, the timeline for publication, the article processing fee, and the number of copies to be printed and sent to WHO. The agreement also sets out the responsibilities of the organizer and the publisher. Supplement agreements should be reviewed and cleared by WHO Press (WHP) in consultation with the Office of the Legal Counsel (LEG), prior to signature by the director of the department concerned. 

A WHO licence agreement is an agreement between WHO and the publisher which ensures that copyright in the original material is retained by the Organization (WHO eManual VIII.6.3). WHO has negotiated master licence agreements with a number of publishers, which should be used for all journal supplements produced by that publisher. There are two types of licence agreement: one for open-access and hybrid open-access journals (options 1 and 2); and one for journals subject to an embargo period during which the article will be accessible only to subscribers (option 3). If no master licence agreement exists, the standard WHO open-access/hybrid open-access licence agreement or WHO embargo agreement should be used. The licence agreement should be signed by the director of the department concerned.  

Non-WHO authors should sign the standard agreement provided by the publisher. 

Payment
The supplement agreement is considered as a Non-Grant Letter of Agreement (see WHO eManual VI.2.3, paragraph 250), because it sets out the commercial terms between WHO and the publisher. Provided it has been reviewed and cleared in accordance with the procedure described above, it can be uploaded into the Global Management System (GSM) and used to initiate payments. 
Clearance of supplements
All supplements organized and/or funded by WHO should be cleared through ePub (or its equivalent in regional offices not using the application) as complete products (see WHO eManual VIII.1.4). Articles authored by non-WHO authors should not be reviewed or cleared by the assistant director-general or regional director, but by the guest editors appointed by WHO or the organizer of the supplement. Supplements published with external journals should not display the WHO logo. 
The clearance request should include the following supporting information. 
· Name of the organization funding or organizing the supplement.
· Names of the guest editors and a statement as to whether they or the journal editor will be responsible for selecting the peer reviewers.
· Confirmation that the supplement will be subject to peer review and that declarations of interest will be obtained from all contributors.
· Confirmation that the supplement will be published in accordance with WHO’s open-access policy.
In addition, each WHO-authored article should be cleared through ePub (or its regional equivalent) as an external journal article. The clearance request should include the ePub (or other reference) number of the clearance request for the supplement. 
Quality assurance 
Supplements organized and/or funded by WHO should follow best practices in journal supplements, such as those described by the International Committee of Medical Journal Editors, and in particular quality assurance processes such as peer review and declarations of conflict of interest for all contributors (including guest editors and peer reviewers).
Open access 
Supplements organized or funded by WHO should be published in accordance with the WHO policy on open access (WHO eManual VIII.6.10). The embargo option is not permitted for supplements resulting from work funded by the Bill & Melinda Gates Foundation. 

Funding by third parties
If a supplement is funded by a third party, in whole or in part, there should be no conflict of interest between the funding organization and the content of the supplement. 


