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Suggested Guide for Approaching Organisation of the Editorial Office to Comply with COPE's Core Practices

COPE has many resources to assist publishers and editors in making decisions about ethical issues in publication,
including guidelines, flowcharts, discussion documents, sample letters, eLearning modules, and an audit tool. This
overview is a suggested guide for approaching organisation of the editorial office to comply with COPE guidelines.

DEVELOP GUIDELINES FOR AUTHORS AND REVIEWERS
BASED ON CORE PRACTICES #2 AND #9.

DEVELOP INTERNAL PROCESSES TO SUPPORT
BEGIN WITH THE COPE IDENTIFICATION OF ETHICAL CONCERNS.

CORE PRACTICES AND GUIDELINES = eg, Core Practices #1, 4,5, 6, 7, 8 and 10.
FROM THE PUBLISHER. DEVELOP GUIDELINES FOR PROMPTLY RESPONDING
TO SUSPECTED ETHICAL BREACHES BY AUTHORS,
REVIEWERS, AND EDITORS (CORE PRACTICE #3).
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Established and new journals should consider developing a training program for editors and editorial board members
using the eLearning course, available for COPE members, on the COPE website
www.publicationethics.org/resources/e-learning) or other appropriate resources.

FOR NEW JOURNALS JUST
ESTABLISHING AN EDITORIAL OFFICE,

ETHIGS FOR THE EDITORIAL OFFIGE

JOURNALS WISHING TO EVALUATE \ ’
CURRENT PROCESSES. BEGIN WITH THE _> eg, If authorship criteria are not clearly articulated in policies, review

PUBLICATION ETHICS AUDIT TOOL. resourc.:es suciz .as the IF)MJE Authorship Criteria a'nd studies on
journals’ instructions to authors (Core Practice #2).

GENERAL APPROAGH TO PUBLIGATION

ETHICAL ISSUES ARE OFTEN COMPLEX AND THE APPROACH WILL VARY DEPENDING ON THE SPECIFIC PROBLEM
AND THE RESOURCES OF THE JOURNAL. IN GENERAL, COPE EXPECTS THAT MEMBER JOURNALS WILL ADHERE
TO THESE BASIC PRINCIPLES TO RESOLVE MISCONDUCT.

PROVIDE LINKS TO COPE GUIDELINES,
FLOWCHARTS, AND OTHER MATERIALS.
eg, ICMJE Authorship and Conflict-of-Interest Guidelines.

THESE ITEMS WILL CLEARLY INFORM AUTHORS, REVIEWERS,

AND READERS OF THE PROCESSES OF SUBMISSION, REVIEW,
PUBLICATION, AND GRIEVANCES.

Journal guidelines and processes
must be transparent.

ESTABLISH EDITORIAL OFFICE GUIDELINES

Systems must be in place to promptly ABOUT WHO RESPONDS TO COMPLAINTS.
Cversion 1: : attend to and resolve all complaints Yes i eg, In what manner, within what time frame and what parameters
Gl 2'018 : related to publication ethics. 7 i require involvement of legal staff and the publisher. Also knowing
© 2018 Committee - Clearly identify contact information for when and how to liaise with other editors and institutions.
: on Publication Ethics * the person responsible for handling ) https://bit.ly/2zWDEJ7 | https://bit.ly/2PehGq0
; (GCBY-NC-ND4O) Rl SOME JOURNALS HAVE AN ETHICS COMMITTEE,

OTHERS RELY ON A SOLE EDITOR TO HANDLE THESE ISSUES.
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Editorial staff must be committed Y_e§ ASSURE THAT RESOURCES SUCH AS COPE RETRACTION
to correcting the literature when needed GUIDELINES, FLOWCHARTS, AND ACCESS TO LEGAL ADVICE
and following through on requests from IF NEEDED ARE AVAILABLE TO THOSE TASKED WITH

institutional investigations. RESOLVING ETHICS ISSUES.
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