	Name of the review


	Tasks of the review process
	Person in charge
	Deadline
	Outcome / Milestone

	Initiating
	
	
	

	
	Agree on a review topic with relevant Collaborative Review Group (CRG)

Fill in forms for registration of the review title if required.

	
	
	Title registered

	Compose a project group
	
	
	

	
	Compose a project team: ask 1 co-reviewer who is willing and has time to do the work, ask 1 or 2 international experts on the topic willing to comment on all stages of the review and at least one with experience in Cochrane Reviews. Ask for help from the Occupational Health Field.

	
	
	Project team ready
Roles and responsibilities clear to everyone

Everyone has browsed part 1 of the Cochrane Handbook: http://www.cochrane-handbook.org/


	Training
	
	
	

	
	A: Attend a basic course at nearest Cochrane Center.
	
	
	Skills in reviewing

	
	B: Download the Review Manager (RevMan 5) programme from CC.
    website: http://www.cc-ims.net/RevMan
	
	
	Skills in handling RevMan 5

	
	C: Buy or obtain a copy of a reference management programme: such as
    Reference Manager, Procite or Endnote.
	
	
	Skills in handling references with EndNote or another similar programme

	Start defining outcome and participants of the review 
	
	
	draft proposal, discussions (email/phone/video conference)

	Develop the protocol (first in Word, then RevMan 5)
	
	
	

	
	A: Use format/headings from the attached word file.

B: 1. Formulate exact research question; 2. Define PICO; 3. Define 
    inclusion and exclusion criteria; 4. Develop search strategy and choose
    databases; 5. Define methods of analysis and synthesis.
	
	
	draft version for project team in Word file
(reserve about half a day for commenting)

	Process comments and import text into RevMan 5.
	
	
	second draft in RevMan 5 File

	Perform validation checks and submit protocol to the CRG through RevMan 5.
Process review group's comments and resubmit.
	
	
	Peer-review comments (allow up to 2 months)

Published protocol

	Carry out the search from the databases (information specialist).
	
	
	file containing all available references

	Study selection (finish before next stage) (each reference has to be checked independently by two authors)
	
	
	

	
	A: Make a study eligibility form, with a study inclusion check list.
B: First selection round of references e.g. in EndNote, also collect applicable review references.
C: Second selection round on full-text articles, also check references from included articles and reviews for missing references.
D: Reach consensus between reference and study-selectors.
	
	
	1. List of potential references to be checked as full-text articles.
2. Proposal for project team with list of included studies

	Data extraction and assessment of risk of bias
	
	
	

	
	A: Make a data extraction form, test on a relevant article.
B: Extract necessary data from articles on list of included studies: number of participants, outcomes in study groups, risk of bias judgment etc. Add data to the table of included studies.
C: Reach consensus between extractors.
D: Make a list of available comparisons and outcomes per comparison and studies per outcome.
	
	
	1. Data-extraction forms for all included studies
2. Table of included studies in RevMan 5
3. Tables of comparisons first in Word file
(stages C and D: reserve time for discussions: email/phone/video conference/meeting)


	Synthesize evidence
	
	
	

	
	A: Decide about heterogeneity and meta-analysis.
B: Enter data into a comparisons datatable in RevMan 5.
C: Judge the quality of the evidence per comparison using GRADE
	
	
	1. Table of comparisons in RevMan 5
2. Results in forest plots.
3. Statements about the quality of the evidence for each outcome

	Reword protocol text in past tense, write text of the review, draw appropriate conclusions for research and for practice
	
	
	draft for project team
(reserve max two weeks for commenting)

	Revise text based on comments and perform validation checks in RevMan 5
	
	
	final review manuscript

	Submit review through RevMan 5
	CRG
	
	peer-review (allow up to 2 months)

	Process comments from Review Group
	
	
	Published Review in Cochrane Library

	Write journal article
	
	
	journal article


