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Data for Policy 2024 Guidance for Track Chairs and Programme Committees: 
Managing Peer Review using EasyChair 
 

 
 
Thank you for agreeing to act as Track Chair / Programme Committee member for Data for 
Policy 2024. We hope that this will be a rewarding process.  
 
These instructions are to assist you in assigning reviews on EasyChair. For additional 
information on how to use the system, there are information pages on EasyChair (login 
required), and a series of tutorials on YouTube.  
 

1) Target timetable for review of abstracts and panels: 
 
The deadline for receiving reviews is 15 January 2024. 
 

2) Review requirements: 
 

All submissions to standard tracks: Two reviewers, from local organising committee, with 
area committee assistance if required. External reviewers can also be invited. 
 
All submissions to special tracks: Two reviewers, one from track authorship and one 
external. 
 

3) Setting up your programme committee (information only for Track Chairs) 
 
This task is being delivered by the Central Management Team, however details are provided 
here, should additional PC members be required. 
 
In EasyChair, select ‘PC’ tab, and click on ‘Add new PC members’ (either from drop down or 
RH menu) 

 
The page is self-explanatory.  
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If you add several PC members at once, you will only provide name and email details. You 
can add single members this way as well; full details can be added later. Please ensure that 
you have the individual’s permission to be added as PC member. 
 
If you want to add full details straight away, use the single member box below. Full details 
will help conflict of interest management. 
 
If necessary, you can assign also add additional track chairs; they will be able to assign 
further PC members. Please limit the number of track chairs to keep the system 
manageable. 
 

4) Assigning submissions to PC members 
 
To demonstrate, this is the PC for the ‘other’ track, comprising the track chair and two 
members: 
 

 
To assign submissions for review to your PC members, you can use interactive paper 
assignment: this allows you to quickly assign submissions to yourself, or your PC members, 
and keep track of the number assign to each person. You can select ‘send assignment’ to 
notify PC members by email, which you will need to customise. You must paste the link to 
the full guidelines for review into the email, as well as the deadline for review (15 January 
2024): https://dataforpolicy.org/2024-reviewers-info/  



Emily Gardner 
Data for Policy Community Manager 
20 November 2023 

If you assign without choosing ‘send assignment’, you must ensure that the PC members 
receive the deadline dates and full guidelines by some other means. 
 

You can also assign reviewers by submission, or by PC member.  
 

Please make sure that the PC member assigned to a submission knows whether they need 
to invite subreviewer(s). 
 

5) Assigning to subreviewers 
Track chairs and PC members can assign subreviewers. Go to the submission in question 
and request review. 
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Fill in the new review request, and customise the email for your reviewer.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
The deadlines for review are 18-07 for extended abstracts/panels/sessions and 22-07 for full 
papers.  
 
You must paste the link to the full guidelines for review into the email, as well as the 
deadline for review (15 January 2024): https://dataforpolicy.org/2024-reviewers-info/  
 
To create a pool of reviewers, select ‘also add this reviewer to the pool’. 
 

6) Check progress of reviews 
 
This can be done through the ‘Status’ button on the EasyChair top menu.  
 
 


