
Cochrane Skin Group Editorial Process
Please see the following an explanation of our editorial process:

The process starts with an initial suggestion of a title for a review, then proceeds through our voting process to prioritise the titles of reviews that our membership think are the most important. 

Once a review team has been chosen they then need to fill in our Title Registration form and once that is accepted they write the Protocol. This is the document in which they state how they intend to perform their Systematic Review.

The review authors submit the Protocol to the Skin Group editorial base, where, once it has been accepted for the editorial process it is peer reviewed. The authors attend to the referee comments and then it is published in the Cochrane Library.

 After publication of the Protocol the review authors then start working on their Systematic Review. Once this has been submitted to the editorial base and has been accepted for the editorial process it is then peer reviewed. After the referee comments have been addressed it is published in the Cochrane Library.
Titles
When a suggestion for a new title is received the Co-ordinating Editor decides whether to accept it as relevant to the scope of the Skin Group. 
The title is then held with others until we periodically ask all the membership to vote and list the available titles in their order of priority. We then publicise the winning titles to the membership and on the website. We openly invite interested groups to apply to do the reviews. These titles are not only open to current Skin Group members, but to all who feel they would be interested in becoming part of a Cochrane Skin Group review team and would have something to offer the review team. 

In order for selection of the review teams to be as fair as possible we ask that those who wish to express their interest, answer the following questions:

1. List the members of your team and their roles.
2. State why your team is well positioned to prepare and maintain this review (250 words maximum).
3. List up to 4 references that you or your team have published relevant to your application.
4. List the Cochrane reviews that you have completed so far. We require anyone leading a review team to have completed a Cochrane review before starting another review.
5. It is also a Cochrane and a Skin Group requirement that your review team has a methodologist such as a statistician as part of the team. Please provide the name and email of this person. 

If anyone is interested in becoming involved in writing a review for one of the selected titles, but is unable to build a team, or cannot fulfil all of the above 5 points, we still welcome expressions of interest. We ask that they tell us how they would like to be involved and how they could contribute. We then endeavour to inform the membership and help them to become part of a review team. 

When other author(s) have previously expressed an interest in the same or a similar title, the individuals concerned are encouraged to collaborate on the project. In addition, the editorial base may be able to suggest to authors the names of potential co-authors and consumers that can participate in the review if that help is required. Occasionally, additional co-authors from specific backgrounds such as primary care or child health are solicited by contacting the appropriate Cochrane field.

We will then forward all applications to our panel of 3 independent editors who will decide which teams seem most able to complete a Cochrane systematic review. 

Once the successful teams are chosen the lead author is asked to submit a title registration form to the editorial base csg@nottingham.ac.uk . This form includes a plan of work and clarifies the roles played by members of the review team.

1. We require each new review team to include a methodologist 
2. We require each new review team to include a team member with previous experience leading a Cochrane Review. 
3. We strongly recommend that all new review teams include a consumer: their participation ensures that the review is written in language accessible to lay people and that the outcomes chosen are consumer focussed. 
4. Ideally, there should be a minimum of three people in addition to the consumer. 
5. It is important that authors agree between themselves at an early stage how each will contribute to the process of delivering a final review. 
6. It is the responsibility of the lead author to confirm that co-authors agree to their assigned tasks before the title registration form is submitted. 
7.We recommend that at least one member of review team is a native speaker of English.
Completion of the form is a prerequisite for registration. With the Title Registration form we also ask each author to read and agree to the terms of the ‘Author agreement of responsibilities and commitments’ form and to sign a ‘Declaration of Interests’ form.
If title registration has not been completed within 3 months of acceptance of the title, the title may be released for other authors to pick up.

After the Title Registration form has been accepted, the title is entered into the Information Management System for two weeks and checked for possible overlaps with other Cochrane Groups.  At the end of that time period the authors are sent all the appropriate electronic paperwork to enable them to start writing their protocol. 

New titles are displayed on the Group's web site.

Protocols and reviews are expected to follow the format recommended in the Cochrane Handbook www.cochrane-handbook.org which can also be accessed through Revman5. Also authors can make use of the Skin Group's help documents which can be found on the ‘Resources for review authors’ page of the Cochrane Skin Group website on www.csg.cochrane.org
The editorial base may be able to offer office space and a computer to authors during the development of their protocols and reviews. 

Those authors who are outside the UK may wish to contact their nearest Cochrane Centre for support http://www.cochrane.org/contact/country.htm
Protocols

The Skin Group encourages UK authors to attend a Cochrane workshop on 'Developing a protocol' before submission of the finished protocol. See http://www.cochrane.org/news/workshops.htm

The editorial base expects that a title will be developed into a protocol within 6 months of its registration. Titles that have been registered for more than 6 months, for which protocols have not been forthcoming, may be 'de-registered' and become generally available once more for review by other Group members. 

When the protocol is ready for peer review it is submitted to the editorial base. The protocol is sent to our Statistical Editor, Methods Editor, one designated 'Key' Editor, an external content referee and a consumer. 

All referees are asked to give their response as free text divided into major and minor comments. The consumer referee is given a guide and checklist that focuses on readability, clarity, ease of understanding, and relevance. There are also comments from the editorial base and the Trials Search Co-ordinator. The editorial base collates the comments from all the referees and sends them to the lead author. 

Authors show how their revision has addressed each of the referees' comments. When the necessary corrections and revisions have been made the revised protocol is re-submitted to the editorial base. The Co-ordinating Editor decides whether to accept the protocol for publication in the Cochrane Library, or if it will need further revision. If there is disagreement by authors with comments from referees, the Co-ordinating Editor will resolve the issue in consultation with the authors. Accepted protocols undergo copy editing, and any major copy-editing changes are sent to the authors for approval. 

Before a protocol can be accepted for publication a ‘Licence for Publication’ form must be signed by each of the authors and the original posted to the Skin Group

The Skin Group aims to process protocols from their acceptance at the editorial base to submission to the Cochrane Library within 3 months, however this is greatly influenced by the replies from referees and whether the authors provide prompt responses to the referees’ comments. 

Reviews

UK authors are encouraged to attend the Cochrane workshop on "Introduction to analysis" when beginning the analysis in their review http://www.cochrane.org/news/workshops.htm.

In general the Skin Group expects reviews to be published within two years of registration

The same referees that were used for the protocol usually assess the completed review, and the procedure for assessment is the same as that for protocols, except that one additional external content referee is used at this stage. 

Disagreements between the editorial team and authors about the content of reviews are resolved by discussion with the Co-ordinating Editor. Disagreements between authors may be resolved through mediation by the Co-ordinating Editor. 

Before a review can be accepted for publication a ‘Licence for Publication form must be signed by each of the authors and returned to the Skin Group

The editorial base expects to receive the review for peer review within 15 months of the protocol being submitted for publication in The Cochrane Library. 

The Skin Group aims to process reviews from their acceptance at the editorial base to submission to the Cochrane Library within 6 months, however this is greatly influenced by the time it takes to receive replies from all the referees and the authors prompt responses to the referees’ comments. 

Updating

Authors are required to update their reviews every two years, and as quickly as possible in response to feedback. However, authors are free to update more frequently if they so wish. 

The Trials Search Co-ordinator writes to the author 18 months after publication of their review to remind them that the review needs to be updated within 6 months and to offer help with running searches for trials. 

Revised reviews are commented on by either our Statistical Editor or Methods Editor, prior to re-publication. If the conclusions have changed and /or many new trials have been included then the update will also be sent to an external content referee and a consumer. Copy-editing of updated reviews follows the same pattern as for protocols and other reviews.

Updating reviews in response to the Cochrane feedback system will be negotiated between the authors and the Group's Feedback Editor. 

If a review becomes out-of-date in an important way and its authors do not update it within fifteen months of being advised that this is necessary, the review may be removed from the Cochrane Library and published on the York Database of Reviews of Effectiveness (DARE).
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