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Society




Guidelines for the development of 
ERS Task Forces

1. Introduction

The ERS contributes to the coordination of activities in respiratory medicine across Europe, by encouraging new initiatives, producing guidelines for European Physicians and developing joint documents with other major associations and/or international scientific societies. 

The ERS sponsors Task Forces in various fields of respiratory medicine. It is intended that such Task Forces produce position papers, consensus statements or clinical practice guidelines which then become the official ERS documents on issues related to respiratory medicine. 

Proposals for task forces can be made by a member of the ERS or they may be initiated by the Executive Committee.

2. Type of documents

2.1 Clinical Practice Guidelines 

- statements that include recommendations, strategies, or information that assist physicians and/or other healthcare practitioners and patients make decisions about appropriate measures of care for specific clinical circumstances. Necessary elements of the development are 1) a multidisciplinary development process, 2) a comprehensive literature search for evidence, 3) formal grading of the evidence, and 4) grading of recommendations based on the level of evidence. The Grading of Recommendations Assessment, Development and Evaluation (GRADE) approach is the one preferred by the ERS (www.gradeworkinggroup.org; British Medical Journal 2004;328:1490)
2.2 Consensus statements 

- comprehensive scientific review of a topic by a group of experts. The focus of the review may be a disease entity, a research issue, public health topic, a diagnostic or therapeutic approach to a disease or a set of related disorders, or other issues of interest to the ERS. Consensus statements may at times present a comprehensive set of recommendations intended to guide clinical practice similar to a clinical practice guideline. The Consensus statement however is developed by consensus based on the scientific evidence, but does not use a formal grading of the evidence or a grading of recommendations. All Consensus statements are based on a body of reliable scientific evidence, documented by references or data supporting the conclusions and recommendations. 

2.3 Technology Reviews, Assessments and Standards

- statements that review or assess technologies or present recommendations for technology standardization. Examples are standards for performing pulmonary function tests and reviews of technologies such as mechanical ventilators or non-invasive ventilator devices. Documents that emphasise the application of these technologies to patient care over the assessment of the technology itself are better characterized as Clinical Practice Guidelines or Consensus Statements. 

2.4 Conference Proceedings and Workshop Summaries

- documents that report the proceedings of conferences and workshops sponsored or organized by the ERS.

3. Application

Application forms are available from the ERS office in Lausanne, Switzerland or from the ERS website under www.ersnet.org. Applications must be submitted by the application deadlines as defined below.

3.1 Task Forces Initiated by a Member of the ERS

Proposals would normally come from a member of the society who is an expert in the particular topic of the Task Force. Applications are submitted on the appropriate form and reviewed by the ERS Scientific Committee, which asks three reviewers to comment on the application, one of whom is normally the relevant Assembly Head. The recommendation to proceed is made by the Scientific Committee which may change the budget  requested and make recommendations on membership of the task force. 

3.2 Task Forces Initiated by the Executive Committee

The Executive Committee appoints one or two chairs who will be responsible for selecting the expert members and who will write the application. Applications are reviewed by the ERS Scientific Committee who ask three outside reviewers, one of whom is normally  the relevant Assembly Head. The Scientific Committee cannot reject or delay the Task Force but can make recommendation on the expert members, the aims of the Task Force and the budget. 
A final decision on whether to proceed with all Task Forces is made by the Executive Committee after examination of the Scientific Committee’s recommendations.

3.3. Task Force Application Deadlines

The Task Force Applications must be submitted to the ERS at the following deadlines per year:
1. May 15 (Please expect a response in October of the same year)
2. December 15 (Please expect a response in May of the following year)
4. Project Development 

Applicants whose proposals are approved will receive notification by letter which will describe the terms and conditions of their project funding and supplementary background materials prior to the start of their projects. 

4.1 Key points related to the project development include:

Funding for Task Forces is not to be considered as an ERS grant, it is funding that the ERS has earmarked for a two year period for the routine expenses during project development. Renewal of projects anticipated to extend beyond two years must be approved annually. 

Funding for ERS supported projects will be managed by the ERS office in Lausanne. 

· All expenditure charged to the ERS project accounts must be approved by the Scientific Committee or the ERS office. They must comply with the attached ERS Policy on Expenses for Task Force meetings.
· All meetings, conference calls, workshops, consensus conferences, mailings and other major project activity should be scheduled through the appropriate ERS department. 

· Any substantive changes in the goals, strategy or the budget of a project must be approved by the ERS Scientific Committee. 

· If projects are to be considered jointly with other organizations, official contact must be made through the ERS office with the relevant organization and an agreement outlining the major issues must be established in accordance with ERS policies. (See ATS/ERS Guidelines.)

· If necessary, administrative support for the project can be provided by the appropriate ERS department. 

· All official ERS policies including the ERS policy on publications, ERS guidelines for conflict of interest, the ERS bylaws, ERS CME policy, ERS website guidelines and other relevant policies must be followed during all phases of the project activity. 

5. Rule for Task Forces

5.1 Duration

The Task Force or Working Group will have a limited duration normally not exceeding 2 years. Unless a request for prolongation is submitted and agreed by the ERS Executive Committee, it will be dissolved after its appointed term and the budget cancelled.

5.2 Meetings

Meetings should be scheduled at the ERS annual congress, but, if required, one meeting (or exceptionally 2 meetings per year) between annual congresses is acceptable. Please note that meeting facilities exist at the ERS headquarters in Lausanne. Staff support can be provided by the ERS Headquarters if required.

5.3 Funding

ERS Task Force funding cannot be used to cover meeting expenses during or in relation to the ERS or ATS Annual Congress (travel, registration or accommodation). Funding can only be used for meetings organised between the annual congress. Exceptions might be considered for Task Force participants outside the respiratory field (statisticians, etc). ERS Task Force funding should serve to cover travel expenses (APEX economy flights, train fares and taxi) as well as hotel expenses (bed and breakfast only). As a rule hotel expenses should not exceed 150 euro per person per night. For meals a per diem allowance of up to 50 euro maximum per person can be claimed. Industry sponsored dinners are not acceptable. No entertainment should be covered by ERS funds. The complete ERS Policy on Expenses for ESR Task Force meetings is attached to this document. Please carefully read it. All Task Force Members and Chairs will be required to comply with this policy. Claims for reimbursement of expenses must be accompanied by the relevant receipts. Allocated funds are administrated by the ERS office. Travel arrangements must be made through HRG (ERS Official Travel Partner).
5.4 Joint Task Forces with other organizations

Mention should be made by the applicants of the desirability (if any) of establishing collaboration with other organizations and of the proposed outcome of the project, i.e. to develop an ERS statement or position document, publication in a journal of one of the societies, a session at the ERS Congress or other.  If a collaboration with another organization is approved a written agreement will be signed by all parties. This will include details of how the expenses will be shared and how and where the reports of the Task Force will be published. 

5.5 Reports

The leaders of the Task Force are asked to produce a preliminary report after one year and a final report after two years. They should send these reports to the Guidelines Director, with a copy to the ERS office for reporting to the Executive Committee. The Scientific Committee will review the status of all ongoing Task Forces at least once a year. 

For Task Forces initiated by the Executive Committee, if the Executive Committee considers that the objective has not been achieved, it has the right to nominate a new chair with immediate effect. 

6. Publications

6.1 Document format

The Task Force is expected to publish position papers, statements or guidelines in the European Respiratory Journal, or, if appropriate, or part of another agreement, in another journal. In principle, the European Respiratory Journal offers 8-10 printed pages or 8000 words (maximum 15 printed pages) per Task Force free of charge.  If larger publications are required the applicants must make prior arrangements for other forms of publication and arrange funding. Larger documents can be placed in an electronic repository on the ERS website. 

6.2 Document Review

The report is submitted to the ERJ by the Task Force Chairman on-line through manuscript central. The report is then directed to the Chief Editor who selects 4 external reviewers, one of whom will be the Guidelines Director (who will specifically assess the content, methodology and document layout, in relation to the original Taskforce application), in consultation with the relevant Assembly Head who could be one of the reviewers. 
The external reviews are returned to the ERJ and forwarded to the Task Force chairman for comment and revision of the report as appropriate. These comments and revisions are returned on-line to the Chief Editor, who decides in association with the Guidelines Director and Assembly Head, if the report is acceptable for publication.

Task Force reports are not automatically published as publication is purely an editorial decision.

6.3 Document endorsement

Once the report is accepted for publication by the ERJ, the Guidelines Director presents the document to the Scientific and Executive Committees for endorsement. The revised manuscript and reviewer comments can be included in the working documents presented to the Scientific and Executive Committees. Following endorsement by the Executive Committee, the document is published by the ERJ as an official document of the ERS.

6.4 CME Questions, slide kit and lay summary

In addition to the report, the Task Force is required to provide the following additional documents:

a. CME Questions: a set of 5-8 CME questions (and answers) must be provided to the ERS in order to be used on the ERS E-learning website.

b. Slide Kit: A slide kit summarising the work achieved by the Task Force must be provided to the ERS.
c. Lay summary: Finally, a lay summary must also be provided to the ERS.

These additional documents must be provided when the final report is ready for publication and along with the report. They can be used by the ERS on their ERS websites and by-products with unrestricted rights.

7. References

· Grading quality of evidence and strength of recommendations. GRADE working group. Br Med J 2004;328:1490
· GRADE: an emerging concensus on rating quality of evidence and strength of recommendations. Guyatt et al Br Med J 2008;336:924

· Attributes of ATS Documents That Guide Clinical Practice: Recommendations of the ATS Clinical Practice Committee (Am J Respir Crit Care Med Vol 156. pp 2015-2025,1997)

· The Cochrane Library 
http://www.update-software.com/ccweb/cochrane/revabstr/ccabout.htm

· British Medical Journal, Making articles more evidence based http://bmj.com/advice/stylebook/evidence.shtml

ERS Policy on Expenses

for ERS Task Force Meetings

1. ERS Task Force funding cannot be used to cover meeting expenses during or in relation to the ERS or ATS Annual Congress (travel, registration or accommodation). Funding can only be used for meetings organised between the annual congresses. Exceptions might be considered for Task Force participants outside the respiratory field (statisticians, etc).

2. The ERS requires that Members/Meeting Participants book via HRG (ERS Official Travel Partner) to attend Task Force Meetings and/or the above mentioned events. If participants do not use HRG, the ERS will only reimburse cost equivalent to the price quoted by HRG two (2) weeks after invitation.

ERS covers only economy flight from hometown to meeting destination and return. Any cost supplement (flexible ticket, business class, etc) will not be borne by the ERS.

Once flight ticket has been issued, any additional costs (flight rebooking, etc) will only be covered by the ERS in exceptional circumstances. Should participants to a Task Force meeting need to change their flights, they must contact the ERS office beforehand.

3. The ERS entitles Members/Meeting Participants to travel first class when using the train on journeys over 100 kilometres. 

4. Personal vehicle transportation to the nearest train station or airport will be reimbursed on a basis of 
€ 0.45 per kilometre (maximum 120 km each ways). Parking fees are limited to € 50 only.

A maximum of € 50 (each way) will be reimbursed only for private hire transport or taxi to the nearest train station or airport.

Please note that if you wish to travel by car to your meeting destination, you will NOT be reimbursed per kilometre. Instead the cost of a return train ticket will be refunded (first class for journeys over 100 kilometres)

5. As a rule, hotel expenses should not exceed € 150 per person/per night (bed and breakfast only).  

6. Incidental Expenses such as mini-bar, other bar bills, room service, room service breakfast, laundry and personal phone calls will not be paid by the ERS (only phone calls related to the Task Force meeting can be reimbursed. This must be justified).

7. The ERS will cover hotel accommodation needed to attend all meetings in which the officer/participant is involved (member or official observer/participant) plus one night where it is impossible to arrive in time for the meeting or impossible to return home the same day, following the meeting.

It is very important that any exceptions to these rules are approved in advance by the ERS Office concerned or they will not be reimbursed.

8. If meals are not provided by ERS, expenses cannot exceed € 50 per day and per person. Reimbursement will only be effected where original receipts are supplied. A missed organized meal will not be reimbursed.

9. Industry sponsored dinners are not acceptable.
10. All expenses should be reported and all original receipts and bills sent with the Travel Expense Form attached to this document. Submission of only Credit Card slips without valid receipts will not be recognised.

11. Travel Expense forms have to be submitted within 6 months after the meeting. Travel Expense forms submitted after this 6 months delay will not be considered.

· Please make sure you keep a copy of all documents until the reimbursement has been transferred to your bank account. 

· It has been agreed that unusually large claims will be referred to the Treasurer for individual approval.

Finally, if you anticipate an unusually large expense, please contact us and discuss in advance.

Application form for ERS Task Forces

To be submitted by Email (scientif@ersnet.org) to the ERS office with a copy to the relevant ERS Assembly Head Applications are accepted throughout the year. Expect a maximum of 4 months for a decision.

ERS Headquarters – 4 Av Sainte Luce – 1003 Lausanne – Switzerland –Tel +41 21 213 0180 – Fax +41 21 213 0100

Title of Task Force:


ERS Assembly/Group :

If the proposal is for a joint Task Force with another society please indicate:


Name of the Society: . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .


Type of final document (i.e. joint statement, etc): . . . . . . . . . . . . . . . . . . . . . . . . . . . . .


What will be the nature of contribution by the other society (i.e. financial, support, etc): . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

After approval by the ERS and the other society, a written agreement will be signed by all parties and should include details on how the expenses will be shared and how and where the reports of the Task Force will be published.

Proposed Chairs (details):

Chair 1. . . . . . . . . . . . . . . . . . . . . . . . . . . . 

Chair 2 . . . . . . . . . . . . . . . . . . . . . . . . . . . .

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .

( Submit separately a short list of references for both chairs justifying their expertise in the field.

Proposed list of participants (details):

Proposed dates of start and end of the project (2 years maximum):

Summary of the project (200 words max):

Background and details of the project to be submitted separately (10 pages maximum)

Proposed publication

Please remember that the ERS does not normally allow dual publication in English of Task Force reports when developed jointly with another Society. 

Also, please note that any statement or other official communication in the name of the Society or of the Task Force must be approved by the ERS Executive Committee before publication.

What type of document do you intend to produce?

· Clinical practice guideline

· Consensus statements 

· Technology reviews, assessments and standards

· Conference proceedings or workshop summaries 

· No publication

If a publication is planned, please specify

· To be published in ERJ or other official ERS publication

· To be published in another journal (indicate)

· To be published primarily as a web live document

Note: Task Force reports are not automatically published as publication is purely an editorial decision.

Do you plan to organise a session at

· ERS Annual Congress

· Other ERS meetings

· Other non-ERS meetings

Budget (to be submitted in Euros)

For Joint Task Forces, after approval by the ERS and the other society, a written agreement will be signed by all parties and should include details on how the expenses will be shared and how and where the reports of the Task Force will be published.

By using standard costs for each Application, the ERS Scientific Committee can compare all applications and make recommendations on the number of meetings and participants. For the preparation of the budget, please use the following figures per participant:

· Travel 


€800 / participant

· Accommodation 
€150 / night / participant
· Meals


€50 / working day / participant
· Meeting room

€100 / working day / participant
The ERS office can help you in arranging the meetings and in making the best use of the budget. Please note that any residual funds can not be used for purposes other than the meetings planned in the application. Flight tickets must be booked through HRG (ERS Official Travel Partner).
Meetings arranged at the ERS or ATS Congress can not be covered by the Task Force funds except for the expenses of any individuals who are not ERS members and who would not otherwise be expected to attend the Congress.

Meeting 1

Suggested venue and dates: …………………………………………………………………..

Number of participants:……………………………………………………………………….

Number of accommodation nights / participant:………………………………………………

Number of working days / participant:………………………………………………………..

Meeting room rental fee:………………………………………………………………………

Total for Meeting 1:_____








____

Meeting 2…, etc.

Additional costs:

Total budget requested:_________

Date: 








Chair 1 Signature:

Chair 2 Signature: 

European Respiratory Society

Annual Declaration of Interest 2010-2011
Preamble

It is a requirement for all members of the Society’s committees, working parties and sub-committees to complete an annual Declaration of Interest (DoI).

This requirement is based on Article IX of the ERS Bylaws, approved by the Council in September 2002. Copies of the Constitution and Bylaws are posted on the ERS website. You are asked to read this form before completing the DoI and to confirm that you have done so by signing below.

Potential conflict of interest or failures to report a potential conflict of interest will be referred to the ERS Disclosure Report Committee.

It is recommended that all potential commercial and other activities which may be construed as conflict of interest should be disclosed. If an officer is in doubt about a particular item the Secretary General will be pleased to advise.

All officers, including Task Force Chairs and Members are asked to complete and return the attached forms to the Lausanne office. 

Furthermore, the ERS requests that Task Force Chairs and Task Force Members proactively report any conflict of interest they may have should their situation change during the duration of the Task Force.  

Jean-Luc Eiselé

         Sylvia Hartl

Executive Director







           Secretary General

Name……………………………………..



Date…………………..

Signed……………………………………

European Respiratory Society

Annual Declaration of Interest 2010-2011
Please complete all three sections of the form. This form must be returned duly signed even if no declaration of interest is made. The amounts of funds received are to be recorded according to the following table:

	(a)
	(b)
	(c)
	(d)

	less than 1000 Euro
	1-5000 Euro
	5-20’000 Euro
	more than 20’000 Euro


Please make sure you include your name and list all the committees on which you serve. Thank you.

Name:

- Member of the following Committees:


- Executive Committee (including Elect posts)
(

- ERS Standing Committees (please see Bylaws article VII)
(

- ERS School
(

- Long Range Planning Committees
(
- Council Auditors
(
- National Delegates
(
- Editors of ERS publications
(
- Associate Editors of ERS publications
(
- Assembly Delegates to Council
(
- Chair of the Lung Science Conference
(
- Group Chair
(
- Group Secretary
(
- Task Force Chair
(
- Task Force Member
(
- Other (specify):
(
In accordance with the Code of Declaration of Interest, I wish to declare to the European Respiratory Society that my only interests in the pharmaceutical and medical equipment industries, and any other interests, which could potentially conflict with my work for the Society, are as follows: 
Personal Interest (over the last 12 months)
Regular Paid Consultancy Work

	Company
	Area
	Product
	Amount of funds received (please indicate a-b-c or d according to table on page 2)

	
	
	
	


Personal Benefits

This section may include fees for lectures or occasional advisory committees from which you benefit personally. Benefits in kind should also be registered.

	Company
	Purpose of Payment
	Amount of funds received (please indicate a-b-c or d according to table on page 2)

	
	
	


Personal Travel Grants or expenses for conferences etc.

Travel grants for yourself whether paid directly or indirectly but not travel grants for other members of your Department.

	Company


	Purpose and Nature of Benefit
	Amount of funds received (please indicate a-b-c or d according to table on page 2)

	
	
	


Shares in any Relevant Companies (excluding mutual funds)

	Company


	Approximate value (please indicate a-b-c or d according to table on page 2)

	
	


Non-Personal Interests

Fees, grants etc, paid to the group or department in which you are personally involved and which are used for research, education, equipment, salaries including benefit in kind and fees for your own work if you do not benefit personally.

	Company
	Nature of Support
	Amount of funds received (please indicate a-b-c or d according to table on page 2)

	
	
	


Other Interests that may be seen as potential conflicts

For example commercial interest of spouse or partner; being trustee or member of outside organisations, including pressure groups.

	Company or organisation
	Nature/Purpose of Support



	
	


Tobacco-Industry related Conflicts of Interests

 

The ERS does no longer accept officers who have received financial research support from the tobacco industry, and reserves the right to take appropriate measures to preserve its interests. 

 

· Yes. I declare that I have received a grant from the tobacco industry at any time after 1.1.2007, for any project or programme.

· No. I declare that I have not received a grant from the tobacco industry at any time after 1.1.2007, for any project or programme.

 

By grant is meant any support whether in cash or kind, and to include (eg) equipment, facilities, consumables, travel, personnel.

 

I hereby confirm that I have read the decision of the Executive Committee and that my return conforms to the ERS Code of Practice on Declaration of Interest.

Signature:

Print name:




Date:

Please return to
Ms Sandy Sutter



CME & Guidelines Coordinator



ERS





4, Ave Ste-Luce




CH - 1003 Lausanne




Fax: + 41 21 213 0100
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