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

	1. Initiating
	
	
	

	
	Agree on a review topic with the Managing Editor of Cochrane Work.

Fill in and submit the group’s Title registration form.

See instructions here: http://osh.cochrane.org/registering-new-title
	
	
	Title registered

	2. Compose a project group
	
	
	

	
	Compose a project team: recruit at least 1 co-author 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 Cochrane Work editorial base.
	
	
	Project team ready

Roles and responsibilities clear to everyone

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

	3. Training
	
	
	

	
	A: Attend a basic course at nearest Cochrane Centre or equivalent.
	
	
	Skills in reviewing

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

	
	C: Get familiar with the Covidence programme at www.covidence.org that will be used for study selection.
	
	
	Skills in handling references with Covidence

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

	5. Develop the protocol (headings already provided in RevMan 5) use the template provide by the Review Group
	
	
	

	
	1. Define PICO-based review objective; 
2. Elaborate background, the intervention and how the intervention works sections

3. Define and elaborate SPICO inclusion and exclusion criteria; 
4. Develop search strategy for PubMed/Medline and choose databases; 
5. Define methods of analysis and synthesis based on Review Group’s template
	
	
	draft version for project team in RevMan 5

(reserve time for processing the comments)

	6. Process comments and incorporate them into the text in RevMan 5.
	
	
	second draft in RevMan 5 File

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

2. Published protocol

	8. Carry out the search from the databases (ask for help from the CRGs information specialist). Upload files into Covidence
	
	
	All available references uploaded into Covidence


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

	
	A: Elaborate study inclusion criteria in Covidence. Invite review team members to join the review in Covidence. Assign tasks to review team members. Make sure all members are involved to a certain extent. Preferably one team member goes through all references.
B: First select references as relevant or irrelevant in Covidence and reach consensus between the two assessors.
C: NB don’t forget to note relevant reviews or other useful references to be used in a later stage. Check references from reviews for relevance.
D: Locate and upload full-text articles into Covidence.
E: Select studies to be included or excluded (reasons logged for latter) and reach consensus between the two assessors.
F: Export list of included and excluded studies to RevMan
	
	
	1. List of potential references to be checked as full-text articles.

2. Full-texts uploaded into Covidence

3. List of included and excluded studies in RevMan

	10. Data extraction and assessment of risk of bias
	
	
	

	
	A: If only RCTs included elaborate the data-extraction unit in Covidence

If also non-randomised studies included make a data extraction form in Word or Excel. Test on a relevant article and adapt if necessary
B: Extract necessary data from articles on list of included studies: number of participants, outcomes in study groups, risk of bias judgment etc as per protocol.
C: Reach consensus between data extractors.

D: Make a list of available comparisons and outcomes per comparison and studies per outcome. Make sure it is according to protocol and make sure that all review team members agree
E: Use the list of comparisons as a template for laying out the data tables in RevMan

F: Export data from Covidence to RevMan. In case of other study designs, enter data into the table of Characteristics of included studies in RevMan and in the Data tables in RevMan


	
	
	1. Data-extraction form elaborated

2. Data extracted for all included studies
3. Table of included studies in RevMan 5
4. Table of comparisons first in Word file

5. Data tables filled in RevMan 5

(stages C and D: reserve time for discussions: email/phone/video conference/meeting)



	11. Synthesize evidence
	
	
	

	
	A: In the data-tables make sure to click on the correct tab for Random Effects or Fixed Effects meta-analysis (usually RE), have the intervention on the left side of the forest plot and named correctly.
B: Once the data tables are correct, export to GRADE pro to create Summary of Findings tables.
C: Assess the five GRADE dimensions of the quality of the evidence per comparison using GRADE and enter in footnotes
D: Export SoF tables back to RevMan


	
	
	1. Results in correctly in data tables in RevMan
2. Summary of Findings tables with correct judgement of quality of the evidence in RevMan



	12. Write the review text
	
	
	draft for project team

(reserve max two weeks for commenting)

	A: Reword protocol text into past tense

B: Write description of included studies and use headings under which you summarize the SPICO elements across studies

C: Write description of Risk of Bias per risk of bias item across studies

D: Write text of Effects of Interventions

E: Write discussion and implications for practice and research

F: Write abstract and plain language summary
G: Check if SoF, summary of main results, implications for practice, abstract and PLS are all in line with the results and conclusions.
	
	
	1. Methods section in paste tense
2. Description of results of search

3. Description of included studies

4. Description of RoB in included studies

5. Effects of the interventions

6. Summary of main results

7. Discussion

8. Implications for practice

9. Implications for research

10. Abstract

11. Plain Language Summary

	12. Revise text based on comments and perform validation checks in RevMan 5
	
	
	final review draft to be submitted for editorial approval through RevMan

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

	14. Process comments from Review Group
	
	
	draft ready for copy-edit

	15. Copy-edit service
	
	
	copy-edit comments (allow up to two weeks)

	16. Process comments from copy-edit
	
	
	draft ready to be published

	17. Sign license for publication
	
	
	Published Review in Cochrane Library


