TEMPLATE – Publication and Dissemination Policies and Procedures
The Publication and Dissemination Policy provides information for investigators and network members about authorship, citations, and approval process for scholarly works (e.g., publications), and expectations for sharing results with clinic partners. Approval for sharing and submission is dependent on the degree to which member clinics and clinic data are identified.
Publication and Dissemination Policies and Procedures
Definition of NETWORK Projects and Studies
NETWORK projects and studies are defined as those conducted with one or more NETWORK member practices and with active engagement or collaboration with the NETWORK Coordinating Center (CC). These policies apply to all scholarly works resulting from NETWORK projects and studies, including, but not limited to, manuscripts, reports, presentations, posters and abstracts.
Authorship Guidelines
Scholarly works should adhere to the authorship guidelines described by the International Committee of Medical Journal Editors (ICMJE).  
The ICMJE recommends that authorship be based on the following 4 criteria:  
· Substantial contributions to the conception or design of the work; or the acquisition, analysis, or interpretation of data for the work; AND  
· Drafting the work or revising it critically for important intellectual content; AND  
· Final approval of the version to be published; AND  
· Agreement to be accountable for all aspects of the work in ensuring that questions related to the accuracy or integrity of any part of the work are appropriately investigated and resolved.  
Authors should have confidence in the integrity of the contributions of their co-authors. Individuals who do not meet all four criteria should be acknowledged. Corresponding authors should obtain permission from acknowledged individuals. 
(Full details at: http://www.icmje.org/recommendations/browse/roles-and-responsibilities/defining-the-role-of-authors-and-contributors.html).   
Citing the LEAD INSTITUTION
All scholarly works that result from the utilization of any LEAD INSTITUTION resources (including the NETWORK) are required to cite the parent grant.  [PROVIDE INSTRUCTIONS FOR OBTAINING GRANT NUMBERS AND CITATION INSTRUCTIONS]  
[INSERT INSTRUCTIONS ABOUT USING AND ACCESSING LOGOS AND OTHER BRANDED CONTENT]
Approval of Scholarly Works
All scholarly work resulting from a collaboration with the NETWORK must identify and acknowledge the NETWORK as a collaborator or supporter. Authors must obtain explicit approval from all relevant entities before submission, dissemination or presentation, unless otherwise noted. Approvals vary depending on how the NETWORK and its members are involved. All works identifying NETWORK members require both clinic and governing board approval. Deidentified clinic data sharing requires approval by the governing board, and NETWORK references require approval by the NETWORK Coordinating Center.
Review and Approval Process
1. Author submits near final drafts of manuscripts and other works to [ENTER CONTACT INFORMATION]
2. NETWORK Coordinating Center:
a. Review and edit the NETWORK description
b. Review and edit NETWORK, member, and LEAD INSTITUTION acknowledgements
c. Forwards document to the NETWORK GOVERNING BOARD, as needed
3. NETWORK GOVERNING BOARD
a. Will respond within two weeks:
i. Approving without changes or
ii. Requesting further discussion at the next NETWORK GOVERNING BOARD meeting
Criteria for NETWORK Coordinating Center and GOVERNING BOARD review and approval: 
1. Manuscript appropriately describes the NETWORK overall, the NETWORK Coordinating Center, and member practices. 
2. Manuscript does not identify NETWORK member sites (unless lead author has explicit approval from sites 
i. No site names (unless have explicit approval from sites) 
ii. NETWORK GOVERNING BOARD and NETWORK Coordinating Center will be alert to the possibility of inadvertently identifying participating member sites, even if not specifically identified (e.g., listing states if only one or two NETWORK practices are located in the state, mention of a military practice participant if only one military practice exists in the NETWORK, relationship of authors to sites) 
3. The NETWORK Coordinating Center and GOVERNING BOARD will review materials exclusively for the criteria described above (i.e. will not review the scientific merit of the manuscript). 
5. If further discussion is requested by the GOVERNING BOARD, it will be discussed at the next meeting. 
6. The NETWORK Coordinating Center will correspond with the author to provide a status update, next steps, and answer any questions. 
Criteria for approval by member practices (if needed)
1. If the manuscript or report identifies NETWORK member practice(s), the NETWORK Coordinating Center also sends it to the collaborating member practice for review. 
2. Clinic champion at collaborating member practice reviews and responds to the NETWORK Coordinating Center within two weeks of receiving the manuscript or report: 
a. Approving manuscript or report without changes OR 
b. Requesting changes 
c. If changes are requested, the NETWORK Coordinating Center will facilitate correspondence between the clinic champion and the study PI to edit the document.  
Suggestion: Review criteria and approval processes may be less stringent for posters, abstracts, and presentations, requiring notification of the NETWORK Coordinating Center unless clinics are identified.
Best practices for including representatives from NETWORK sites as authors in publications  
1. Investigators should include champions in review and discussion of results so they may contribute to the interpretation of study findings 
2. Investigators must ensure champions understand authorship responsibilities and meet the NETWORK authorship criteria 
3. Investigators should include the NETWORK Coordinating Center in correspondence with champions about authorship 
Dissemination of Results
Return of research results is important for NETWORK member practice(s). It can encourage the practices to continue to support future research.  Investigators, with assistance from the NETWORK Coordinating Center, will provide the results of projects to participating NETWORK member practice(s). 
NETWORK Coordinating Center responsibilities for dissemination of results: 
· Work with and provide guidance to investigators about how to best disseminate results to NETWORK member practices.  
· Provide summary of results within 12 months of completing data collection 
· Provide results in a form that is interpretable and usable by the site, and that can be disseminated at sites’ discretion (e.g., clinic leadership and administration) 
· Provide a draft to the NETWORK Coordinating Center for review before sharing with sites.  
· Assist investigators in disseminating the results materials to collaborating NETWORK practices. 
· Provide a list of the previous years’ manuscripts, reports, presentations and posters to NETWORK member practices at the NETWORK annual conference. 
· Share recently published/accepted scholarly works during regular GOVERNING BOARD meetings, as appropriate. 

