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Memorandum of Understanding

In accordance with requirements for authorship and contributorship of the International Committee of Medical Journal Editors (ICMJE) when librarians at Trent participate as collaborators on a knowledge synthesis review project, they must be named as co-author on any resulting publications.
To ensure the best possible outcome for knowledge synthesis collaborations, investigators and librarian(s) will sign a memorandum of understanding outlining key responsibilities and timelines.
Title of project: 
Principal investigator (name, position, e-mail): 
Librarian (name, position, e-mail):
Responsibilities of each partner
The Trent University Librarian will be involved in the following activities: 
	Activity
	Y/N

	Attend team meetings and provide relevant expertise
	

	Preparation

	Assist with research questions refinement
	

	Verify if any existing or ongoing reviews on the same topic have been published or are in process 
	

	Contribute to protocol development and assist in registering or publishing protocol
	

	Search Strategy Development, Execution and Retrieval

	Design the preliminary search strategy for one of the main databases and seek input from the review team, if necessary
	

	Provide the review team with a sample of the references to ensure that the strategy is returning anticipated results
	

	Arrange for peer review of electronic search strategies; communicate results of peer review to team & revise strategy accordingly
	

	Translate and run final searches in agreed upon databases
	

	Search for grey literature (e.g. dissertations, government reports, research reports)
	

	Provide guidance on searching for and identifying grey literature
	

	Archive the search strategies and update searches, when necessary
	

	Export database search results to citation management software
	

	Deduplication and import of search results into screening software
	

	Provide literature search documentation, including PRISMA flow chart
	

	Screening

	Provide guidance on setup on a review project in a review tool (e.g., Covidence or Rayyan) if 
	

	Train designated team member in retrieval of full-text articles/use of interlibrary loan
	

	Retrieve full-text articles and upload to systematic review tool if necessary.
	

	Participate in title/abstract screening
	

	Participate in full-text screening
	

	Additional Search Strategy (i.e., hand-searching journals, citation tracking)

	Conduct hand-searches 
	

	Provide guidance on hand-searches 
	

	Reporting and Manuscript Preparation

	Author relevant portions of the manuscript, e.g. Methods section
	

	Provide a publication-ready version of the core search strategy
	

	Editorial contributions to the final manuscript: please describe
	

	Review all manuscripts and approve the final version to be published
	



The principal investigator and team members will: 
	Activity
	Y/N

	Invite the librarian to team meetings, when appropriate.
	

	Keep the librarian abreast of any important updates as the review progresses (such as changes to the research questions, the timeline, or the inclusion/exclusion criteria).
	

	Provide input to assist the librarian on development of the search strategies for indexed literature and, if including, grey literature.
	

	Complete screening and analysis using established standards
	

	Authorship/Acknowledgement
	

	Allow the librarian to contribute to the methods section as well as other sections, when relevant, of the final manuscript
	

	Provide an opportunity for the librarian to review and comment on the final manuscript
	

	Discuss with the librarian plans for publication (e.g., open access and associated fees, potential journals, depositing a copy of manuscript in a preprint archive or Trent’s institutional repository)
	

	If a search strategy peer-review was requested as part of this project, include an acknowledgement for the librarian who completed the peer-review of the search strategy.
	



General Agreements
· A minimum of 2 months from the date of the agreement is required for the librarian to complete the following responsibilities:
· Design, testing and peer-review of search strategy
· Execution of full search strategy in all databases & export to citation manager
· Deduplication and export of search results into screening software
· Please note that time estimates are subject to change 
· Librarian responsibilities will not include data extraction, synthesis or analysis other than guidance where expertise allows and at the librarian’s discretion. 
· The principal investigator and librarian agree to respond to all communication regarding this project in a timely manner – i.e. within two to three business days
· Any change to the librarian’s contribution to the final/published review must be agreed upon in advance.

Signature of Principal investigator:                                                                                                            Date:

Signature of Librarian:                                                                                                                                      Date:

This MOU was adapted from: Brock Library support for Evidence Synthesis Reviews: Collaboration MOU
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