Reviewer Information

Becoming a reviewer for the CGCRG

A. Before proceeding with the review

1) Decide on your preferred topic for review.  It is important that you choose a topic that is of lasting interest to you.  Reviews usually require a great deal of work, and you will be expected to update the review at least every two years.

2) Check the topic has not already been covered by someone else – you can do this by viewing all registered titles, published and ‘in progress’ protocols and reviews, on the website: http://www.cochrane.org/reviews/en/topics/   

3) Find some co-authors - Cochrane systematic reviews require time and commitment, and people are urged not to contemplate conducting a review single-handedly.  If you are unable to find co-authors for your review, please contact the Review Group Co-ordinator, gail.quinn@ruh-bath.swest.nhs.uk or  clare.jess@ruh-bath.swest.nhs.uk  who will try to find someone to work with you. It is a good idea to involve people from different disciplines relevant to your topic.  If you can involve a statistician and a consumer then so much the better.  It is useful at this point to think about how easy it will be for you to meet as a group, as face-to-face meetings usually prove to be the best way to achieve progress.
4) Decide which of you will be the contact author.  To avoid duplication and confusion, most Cochrane groups adopt a policy of dealing with one person only regarding the progress of a review.  This person will be identified as the ‘contact author’ on the published versions of the protocol and review.  The contact author and lead author need not be one and the same person, although that is usually the case.
5) Submit a Title Registration Form to the RGC.  It takes about three weeks to register a review title with the Group.  On receipt of a completed registration form the RGC will circulate it to all the editors of the Group for comment.  A week later, if the editors are happy for the reviews to go ahead, the title will be registered formally on the Collaboration website.  At this stage an email will be sent to all the other Cochrane entities, giving others in the Collaboration an opportunity to offer peer review, advice or to warn of potential overlap with other reviews being carried out elsewhere.  You will be notified of any feedback straight away.  A fortnight after registration, provided there are no problems, the RGC will contact you to advise that you may proceed.  You will be given a unique number for your review, an identification number for yourself and co-reviewers and be notified who is to be your contact editor for this review.
6) Be aware of the help available to you when carrying out your review:
The Cochrane Handbook for Reviewers http://www.cochrane-handbook.org/ is essential reading for reviewers, giving guidance on conducting a Cochrane Systematic review.  

The Open Learning Material for Reviewers may be accessed on the World Wide Web at http://www.cochrane-net.org/openlearning/.  
Cochrane Training Workshops – New reviewers are urged to attend the workshops which are run by most Cochrane Centres.  Details can be found at: http://www.cochrane.org/news/workshops.htm for the UK or Http://www.cochrane.org/resources/revpro.htm.  Cochrane workshops are usually free of charge, but participants are required to pay their own expenses.

Other Training Workshops run by non Cochrane organisations are often extremely useful to reviewers. In particular, those run by the Centre for Statistics in Medicine in Oxford, UK (visit http://www.csm-oxford.org.uk/) and the Department of Social Medicine at Bristol University, UK (visit http://www.epi.bris.ac.uk).  Other courses are some times advertised on the email list CCInfo.

7) The Information Management System (IMS)                                                                                         The Cochrane Collaboration's Information Management System (IMS) consists of the specialised software used to support the Collaboration's electronic infrastructure (http://www.cc-ims.net/).                                                                                                                                                  
Archie (http://www.cc-ims.net/Archie) is the Cochrane Collaboration's central server for managing documents and contacts details.

Review Manager (RevMan) is the software used for preparing and maintaining Cochrane reviews (http://www.cc-ims.net/RevMan).

Top Tips for Authors using Archie and RevMan 5 (http://www.cc-ims.net/Archie/news/top-tips-for-authors-using-archie-and-revman-5) 

The RevMan list serves those using RevMan software to prepare Cochrane systematic reviews. Subscribers are kept up to date with new releases, warned of recently discovered problems, and given the opportunity to seek help from other users and the program developers. 

This list has a web interface which is the preferred means of subscribing, unsubscribing, accessing the list archive, and setting options. Note: postings to the list are still delivered to you by email. 

RevMan list web page: http://lists.cochrane.org/mailman/listinfo/revman 

To send a message to the list, address your email to: revman@lists.cochrane.org. If your message involves a query about RevMan, indicate which version of RevMan you are using. 

To subscribe to the list by email rather than using the web page, send an email to revman-request@lists.cochrane.org
In the body of the message, or in the subject line, put: subscribe
If you want to specify a particular email address, the command is
subscribe address=<email-address>
(fill in your email address, eg: subscribe address=fred@abc.edu)
That's all. Don't fill in the subject or add a signature. Send it. 

Requests for technical support from the RevMan team at The Nordic Cochrane Centre should be sent to: revman-techsupport@cochrane.dk 
Please remember that this address is for requests that are too specific for discussion on the RevMan email list and require technical knowledge beyond that which could be expected of your Review Group.

B. While you are carrying out the review 

You may call upon further help from the editorial base:

1) Searching the Group’s Specialised Register for trials - The group maintains a Specialised Register of randomized and quasi-randomized controlled trials relevant to gynaecological cancer. It is searched at least twice a year for review authors who are conducting reviews in gynaecological cancer or ‘orphan’ reviews where gynaecological cancer trials may feature. Even if there are no newly found trials in the area of your review, you will be notified of this.

2) Help with developing a search strategy – we recommend that you get help from your local information expert or you may contact the group Trials Search Co-ordinator for advice and support.
3) We can assist with carrying out searches of databases other than the Group’s Specialised Register. 

4) Obtaining papers – we have limited resources for this, but if reviewers have difficulties in obtaining papers we may be able to help.

5) Translations – Many trialists attempt to get their papers published in English first, or if not they may carry out translations for presentations.  It is therefore always worth writing to the author of a paper to check before getting a translation done.  If however, this not successful, it is worth looking locally for a translator as many universities and health care organisations hold a list of members willing to translate.  It is not always necessary to translate the full text of a paper however, to find enough to exclude it from your review. If you have explored all avenues unsuccessfully, then the editorial base may be able to help you find a translator.

6) Statistical help - There are a number of Methods Working Groups in Cochrane, dealing with different methodological problems, and a number of statisticians who are prepared to give help to Cochrane reviewers.  Depending on resources available, reviewers may be assigned a statistician who may be consulted at any time during the review process.

7) A quiet space to get on with your review.  This editorial base is in Bath, UK, but it may also be possible to arrange for a reviewer to go to another Group's offices or to a Cochrane Centre.  Any expenses incurred will, however, have to be met by the reviewer.  If you wish to take up this option please contact the RGC at least a month in advance.                                   
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