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Four stages of a Cochrane review

The development and maintenance of a Cochrane Review involves four distinct stages:

· Registering the title

· Developing the protocol

· Producing the review

· Updating the review

The editorial process associated with each of these stages is outlined below.

1. Title registration
1.1 The PCG title registration form must be completed by the person taking responsibility for the proposal (the contact author).  

· Title registration forms and information about how to complete the form can be downloaded from the PCG web page (http:www.webpage.com) or obtained from the Deputy Managing Editor (f.kellie@liverpool.ac.uk) or the Managing Editor (sonjah@liverpool.ac.uk).
· Completed title registration forms should be emailed to f.kellie@liverpool.ac.uk 
1.2 At least one author on the review team must be an experienced Cochrane author or the review team must have an experienced Cochrane author as a mentor.

1.3 The contact author will receive an acknowledgement within two weeks.
1.4 Where authors are based in Australia, a copy of all correspondence is sent to Philippa Middleton who provides local support for our Australian authors.

1.5 The Trials Search Co-ordinator, who is responsible for assigning the trial reports identified through the Group's searching activities to reviews, checks the proposal to ensure that it is relevant to the scope of the Pregnancy and Childbirth Group and it does not overlap with other reviews already underway. 
1.6 The Deputy Managing Editor checks that the proposal has been completed appropriately; that the proposed review team have considered any training needs;  and that one member of the team has experience of preparing a Cochrane review and is prepared to support the preparation of the new review either as a mentor or, preferably, as a co-author.

1.7 The skills profile of the review team will be considered and any training needs identified.

1.8 The proposal will then be sent to the Contact Editor and the Co-ordinating Editors for comment and approval.
1.9 The contact author will be informed of the editorial decision within four weeks.

1.10 Where more than one person proposes doing the same review, they are encouraged to collaborate. If this is not possible, responsibility for the review will be negotiated between the interested review authors or it may be given to the person who submitted their proposal first. Where agreement cannot be reached, the final decision rests with the Co-ordinating Editor. 
1.11 Approved titles are registered in ‘Archie’, the Cochrane Collaboration’s central server for managing and storing documents.

· Archie user accounts are generated for all authors.
· All authors are subscribed to the Pregnancy and Childbirth Group’s email discussion list (PCG-info) so they can keep informed about activities within the Group.  
1.12 Approved titles are automatically circulated to all Cochrane Review Groups to ensure there is no duplication.  Where there are areas of common interest, ways of collaborating on the production of the review will be discussed.

1.13 Contact authors receive written confirmation of title approval.  This includes:

· Information about the standard template file that will be prepared for the author.

· Important web links to help authors install RevMan 5 software, access the Cochrane Handbook for Systematic Reviews of Interventions, and navigate to the IMS web page for authors.  

· The Quickstart guide (attachment) to checking Rev Man files in and out of Archie 

· A materials guide (attachment) showing authors how to navigate to an Archie folder containing the following author support materials:

· information for authors; 

· author’s checklist; 

· the editorial process; 

· Editor’s Checklist; 
· Methodological Guidelines.
· A link to the contact author’s local Cochrane Reference Centre.  Authors are strongly encouraged to contact their local Cochrane Centre to enquire about the support they can offer and to register on training workshops to help the authors develop their protocol and review. 
This information is also available on the Cochrane Pregnancy and Childbirth website http://www.websitename.ac.uk.

1.14 Review authors should contact the Deputy Managing Editor if they have any queries or questions about the support materials. The Managing Editor is usually the first point of contact for all queries relating to their work with the Cochrane Pregnancy and Childbirth Group. If the Managing Editor cannot answer the question, she will put the author in touch with someone who can. 
1.15 Protocols should be submitted within approximately six months, but no longer than 12 months, after the registration of the title. 
1.16 It is important that the contact author keeps the Managing Editor informed of the progress of the development of the protocol, and the subsequent review.
1.17 If the first draft of the protocol is not submitted within 12 months, and we haven’t heard from the contact author during that time, the title will be deregistered and returned to the list of vacant titles.  
1.18 Review authors are invited to visit the editorial office in Liverpool or the Pregnancy and Childbirth Group's satellite base in Adelaide, Australia, for further training. There are excellent facilities at the editorial office in Liverpool and at the satellite in Adelaide for review authors to prepare their protocols, reviews and subsequent updates, including the provision of methodological advice. Short  or longer term visits (e.g. mini-sabbaticals) can be arranged through the Managing Editor although it should be noted that the Cochrane Pregnancy and Childbirth Group has no funding available to cover accommodation and living expenses.
1.19 Contact authors may be invited to comment on a draft PCG protocol or review that has been submitted for editorial approval.  This knowledge exchange will enable authors to learn more about the work of the PCG and producing a Cochrane systematic review.
2. Developing the protocol

2.1 The protocol for a Cochrane systematic review describes in detail the following aspects of the subsequent review:
· rationale;
· objectives;
· the methodology the authors intend to use to locate and critically appraise studies for inclusion in the review and they will extract and analyse data.  
We aim to achieve prompt editorial assessment of submitted protocols and rapid publication thereafter, the following editorial process and timescales have been agreed. 
2.2 Protocols should be prepared using Review Manager 5 and in accordance with the Pregnancy and Childbirth Handbook for Systematic Reviews of Interventions.  

2.3 Protocols should be submitted for editorial approval through Archie and receipt will be acknowledged within two weeks.

2.4 Protocols receive a number of pre-editorial checks at the editorial base.  The Deputy Managing Editor will check the protocol and the Trials Search Co-ordinator will check the search strategy and reference sections. 

2.5 Protocols are then sent out to referees.  The contact author is informed that the protocol is in the editorial process and given the planned timescales.

2.6 If the protocol is not ready for the editorial process then the Deputy Managing Editor, or the Trials Search Co-ordinator, will liaise and work with the contact person until the protocol is ready for the editorial comment.

2.7 All protocols are assigned a Contact Editor. This is the Editor who ultimately approves the protocol for publication.

2.8 The protocol is sent out for referee comments from:

· Three peer referees (who are external to the editorial team) – this is the Contact Editor and two referees who are experts in the subject area under review;
· a member of the Pregnancy and Childbirth Group’s International Consumer Panel (whenever possible);
· the Pregnancy and Childbirth Group’s Statistical Advisor;

The contact author will be informed of the names of the editor, referees and consumer panel member, to whom his/her protocol will be sent.
2.9 The referees and consumer panel member are asked to send their feedback to the editorial office within two weeks.  The Statistical Advisor is asked to send her feedback to the editorial office within two weeks.

2.10 As soon as the feedback is received at the editorial base it is sent to the Contact Editor along with the draft protocol.  If, after four weeks, not all of the feedback has been received, the Contact Editor will be sent whatever feedback has been received.
2.11 The Contact Editor will collate the referee comments and provide a summary of the feedback, which s/he expects the review authors to take on board if the protocol is to be published.  The Contact Editor will respond to the contact person via the editorial office within two weeks of receiving the feedback from the editorial office. 
2.12 A member of the editorial office will send (usually via email) the contact person all the feedback and a numbered summary of the important points that must be addressed if the protocol is to be published.   The contact person will also be directed towards the latest, edited version of the protocol in Archie.  The contact person is responsible for ensuring that the feedback is sent to the other co-authors.
2.13 The contact person should respond to the feedback via the editorial office within three weeks of receiving the feedback. This response will include replies to the numbered summary provided by the Contact Editor.
2.14 If the protocol needs to be modified, the same Contact Editor will respond to the contact person of the resubmitted protocol within three weeks.
2.15 Progress of the protocol through the editorial process will be monitored and all correspondence between the Contact Editor and the contact author will be copied to the Deputy Managing Editor in the editorial office in Liverpool.

2.16 In the event of a disagreement between the contact person and the co-authors preparing the protocol, the problem will be referred to the Contact Editor of the protocol. If the problem remains unresolved, it will be referred to one of the Co-ordinating Editors. Where the Co-ordinating Editor is an author on the protocol, the problem will be referred to the other Editors.
2.17 The Deputy Managing Editor is responsible for copy editing the protocol before publication in The Cochrane Library. The protocol will not be published unless it has been commented on by a minimum of two people outside of the editorial team and approved by the Contact Editor.
2.18 Once the protocol is approved, the Deputy Managing Editor will direct the contact person to the final, copy-edited version of the protocol in Archie and send the contact person a declaration of interest form and a licence for publication form relating to the approved protocol.  The contact person and co-authors should check and approve the final version of the protocol.  All authors must sign the Licence for publication form and the declaration of interest form.  The completed forms should be faxed to the editorial office on +44 151 7024335 or scanned and emailed to f.kellie@liverpool.ac.uk . 
2.19 The Deputy Managing Editor will release the protocol for publication, at which point the protocol may be described by the authors as being ‘in press’ and the authors can begin working on the review.
2.20 The contact person is expected to submit the full review for editorial approval within 12 months of the date the protocol was approved for publication.  If the review has not been published within two years of the protocol first being published, the protocol will be withdrawn from publication.
3. Developing the review
3.1 We aim to achieve prompt editorial assessment of submitted reviews and rapid publication thereafter, the following editorial process and timescales have been agreed. 
3.2 Following publication of the protocol the Trials Search Co-ordinator will automatically run a search of our specialised register and send the contact author the search results.

3.3 Reviews must be prepared using Review Manager 5 and in accordance with the Pregnancy and Childbirth Group’s methodological guidelines and the version 5.0.1 of the Cochrane Handbook for Systematic Reviews of Interventions.  

3.4 Reviews should be submitted for editorial approval through Archie and will be acknowledged within two weeks.
3.5 Reviews receive a number of pre-editorial checks at the editorial base.  The Deputy Managing Editor or the Managing Editor will check the draft review is ready to go through the editorial process.  The Trials Search Co-ordinator will check the search strategy and ensure that all relevant reports identified through the Group's generic search strategy, and entered in the Group's Specialised Register of Controlled Trials, have been listed in the review.
3.6 The review is then sent out to referees.  The contact person is informed that the protocol has been sent to referees and given the planned timescales.

3.7 If the review is not ready to be sent to referees, the Deputy Managing Editor or the Trials Search Co-ordinator will liaise and work with the contact author until the review is ready for full editorial comment.

3.8 Reviews are assessed by the same peers referees and consumer panel member  who commented on the published protocol, and the Cochrane Pregnancy and Childbirth Group's Statistical Advisor.  The Contact Editor, who ultimately approves the review for publication, will be the same Contact Editor who approved the publication of the protocol.
3.9 The referees and consumer panel member are expected to respond to the relevant Contact Editor, via the editorial office, within two weeks. 
3.10 The Statistical Advisor is asked to send his feedback to the editorial office within four weeks.

3.11 The draft review will also be sent to the Cochrane Consumer Network so that a member of the Network can prepare a Plain Language Summary for the review if the review authors have not prepared one, or comment on the Plain Language Summary prepared by the review authors.  They are expected to respond within two weeks.

3.12 During this process the editorial office remains the main point of contact for both the review authors and the referees.
3.13 As soon as the feedback is received at the editorial base it is sent to the Contact Editor along with the draft review.  If, after six weeks, not all of the feedback has been received, the Contact Editor will be sent whatever feedback has been received.

3.14 The Contact Editor will collate the referee comments and provide a summary of the feedback, which s/he expects the review authors to take on board if the review is to be published.  The Contact Editor will respond to the author via the editorial office within two weeks of receiving the feedback and draft review from the editorial office. 

3.15 A member of the editorial office will send (usually via email) the contact person all the feedback and a numbered summary of the important points that must be addressed if the review is to be published and the draft Plain Language Summary from the Cochrane Consumer Network (if applicable).   The author will also be directed towards the latest, edited version of the protocol (in Archie) that was sent through the editorial process.  The contact person is responsible for ensuring that the feedback is sent to the other co-authors.
3.16 The contact person should respond to the feedback via the editorial office within three weeks of receiving the feedback. This response will include replies to the numbered summary provided by the Contact Editor.
3.17 If the review needs to be modified, the same Contact Editor will respond to the contact author of the resubmitted protocol within three weeks.

3.18 Progress of the review through the editorial process will be monitored and copies of all correspondence between the Contact Editor and the contact person will be given to the Deputy Managing Editor or the Managing Editor in the editorial office in Liverpool. Editorial performance will be charted.
3.19 In the event of a disagreement between the contact author and the co-authors preparing the protocol, the problem will be referred to the Contact Editor of the protocol. If the problem remains unresolved, it will be referred to one of the Co-ordinating Editors. Where the Co-ordinating Editor is an author on the review, the problem will be referred to the other Editors.
3.20 The Deputy Managing Editor or the Managing Editor is responsible for copy editing the review before publication in The Cochrane Library. The review will not be published unless it has been commented on by a minimum of two people outside of the editorial team and approved by the Contact Editor.
3.21 Once the review is approved, the Deputy Managing Editor or the Managing Editor will direct the contact author to the final, copy-edited version of the review in Archie and send the contact person a declaration of interest form and a licence for publication form relating to the approved review.  The contact person and co-authors should check and approve the final version of the review.  All authors must sign the Licence for publication form and the declaration of interest form.  The completed forms should be faxed to the editorial office on +44 151 7024335 or scanned and emailed to f.kellie@liverpool.ac.uk.  
3.22 The Managing Editor or the Deputy Managing Editor will release the review for publication, at which point the review may be described by the authors as being ‘in press’.
4. Updating your review

4.1 Review authors are expected to revise their reviews within two years of first publication, or last update. However, we advise authors to revise their reviews annually if possible. 
4.2 Review authors whose updated review does not appear in The Cochrane Library within 10 publication cycles of the first publication of the review will have their complimentary copy of The Cochrane Library withdrawn by the publishers until such time as their review has been updated. 
4.3 To assist review authors with the updating process, the Trials Search Co-ordinator runs the Group's search strategy monthly. Details of any new trial reports found are entered into the Group's Specialised Register of Controlled Trials.  The Trials Search Co-ordinator also enters the references into ‘Classification pending’ section of the RevMan file in Archie and will inform the contact person when she has done this so that they can check the RevMan file out of Archie to prepare the update.  
4.4 The contact person can contact the Trials Search Co-ordinator directly (lynnh@liverpool.ac.uk) for an updated search for their review or it can be arranged with the Managing Editor when discussing timescales for updating the review.   Review authors must always use the RevMan file checked out of Archie to prepare their update.
4.5 Updated reviews are sent to the same Contact Editor who took primary responsibility for the protocol and review. If an updated review’s conclusions have changed, the review will be sent through the full editorial process as described for Reviews (above).  However, if the review’s conclusions have not changed, the review will not be sent to the previous referees except at the request of the Contact Editor.  However, if the updated review was published before the introduction of statistical and consumer input as part of the editorial process, it will be sent to a member of the consumer panel, whenever possible, and the statistician for comment.  
4.6 If an updated review has been submitted in response to a feedback comment , the review will be sent to the Feedback Editor for comment/approval, or both, as well as the Contact Editor.

4.7 In the event of a disagreement between the contact person and the co-authors preparing the review, the problem will be referred to the Contact Editor of the protocol. If the problem remains unresolved, it will be referred to one of the Co-ordinating Editors. Where the Co-ordinating Editor is an author for the review the problem will be referred to the other Editors.
4.8 Once the updated review is approved, the Managing Editor will direct the contact person to the final, copy-edited version of the review in Archie.  All review authors should check and approve the final version of the updated review.  If the updated review involves a major change and a new citation, for example a change in conclusions, then the Managing Editor will send the contact person another Licence to publish form and declaration of interest form.  The forms must be signed by each of the review authors.  The completed forms should be faxed to the editorial office on +44 151 7024335 or scanned and emailed to sonjah@liverpool.ac.uk .   A new licence for publication form is not required for updated reviews where there are no substantial changes and no new citation required.
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