Main Topics Chairs Duties and Responsibilities

All congress programme-related activities are jointly managed by two Programme Committee Co-Chairs, one for the Biomedical Engineering and one for the Medical Physics field. The Main Topic (MT) Chairs are the closest collaborators of the PC Co-Chairs responsible for a specific Main Topic programme activities. This document is a detailed guideline containing duties and responsibilities of the MT Chairs during the whole congress preparation and on site. It defines all main activities connected with reviewers selection, evaluation of papers and session preparation.
The Czech MT Co-Chairs will be selected and their approval obtained by 29. 2. 2016. Thereafter, the Czech MT Co-Chairs will select and approach international MT Co-Chairs, inform them about their intended duties and responsibilities and solicit their approval by 31.3. 2016. Immediately afterwards, the MT Co-Chair shall inform PC Co-Chair about the selection.

The following list specifies the duties and responsibilities of both Czech and international MT Co-Chairs together with the timing:

1. Select and approach a Keynote speaker from his/her Main Topic field. Selection must be done before 30.4.2016. Inform PC Co-Chair about the selection.
2. Select and approach reviewers for the given MT. PC Co-Chair will send to MT Chair unified letter with instructions on evaluation. It is necessary to ask how many reviews the reviewer is willing to perform. Selection must be done before 30.6.2017.
3. Assign received papers and abstracts to individual reviewers and send them to reviewers. The assignment must be done continuously as the submissions are received. It is expected that a reviewer usually reviews maximum 4 papers. Deadline: 1.11.2017. Each paper/abstract must be reviewed by 2 reviewers. Deadline: 1.12.2017. In case the two reviews are contradictory or a reviewer does not deliver the review in time, the MT Chair has to ask an additional reviewer to perform the review as soon as possible.
4. Develop a list of accepted papers for oral and poster presentation according to reviews of the abstracts. Send the lists to PC Co-Chair before 20.1.2018. Information about final decision (acceptance / rejection) to the authors will be sent by the PC Co-Chair before 31.1.2018. PC Co-Chairs will send accepted papers divided into main topics to the Publication Chair by 1.2.2018.
5. Accepted papers within each Main Topic will be divided to individual Topics.  Prepare the list of Topics and send it to the PC Co-Chair before 28.2.2018. This will serve for preparation of the detailed program and the printed program&abstracts brochure. For scheduling of the sessions, estimation of room size based on previous experience with similar topics will be used.
6. Develop MT Committee able to cover the whole given Main Topic. Members of the MT Committee will also be responsible for selecting chairs of sessions within their topic. 
7. Guarantee to the PC Co-Chair distribution of accepted papers in individual presentation sessions based on proposal prepared by the MT Committee members for individual Topics.
8. Guarantee together with the international MT Chair assignment of session chairs based on proposal of individual MT Committee members in relevant Topics.
9. [bookmark: _GoBack]Prepare the post-Congress evaluation of the MT together with the international MT Chair.


Principles of evaluation
It is possible to submit both abstracts and full papers. However, the abstracts will appear only in the program&abstracts brochure (it can have ISBN) while full texts -if accepted - will be included in the IFMBE proceedings of the Congress.

Proposal for abstract and full paper evaluation
Evaluation of the following points:
· Topicality of the paper
· Scientific content and significance of the work
· Style and clarity of the content, overall organization 
Each point will be evaluated on the scale:
· Excellent
· Good
· Acceptable 
· Reject
+ Comments (free text)

Recommendation for oral / poster presentation
Recommendation of candidate for the best student paper award
Recommendation of candidate for the best paper award
