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1. Introduction:


The following set of guidelines for minicourses associated with the IEEE International Conference on Plasma Sciences (ICOPS) has been established by the Executive Committee (EXCOM) of the IEEE Nuclear and Plasma Sciences Society’s Plasma Sciences and Applications Committee (PSAC).  The purpose of the Guidelines is to provide guidance for those who want to propose a minicourse and, because the minicourse and ICOPS are a joint venture, to provide guidance for the ICOPS chairperson.

2. Guidelines:


2.1
In a joint effort with the ICOPS, a minicourse provides the attendees with a high standard of information exchange and training in the creation, diagnosis, or application of plasmas and their supporting technologies.  This is done as a service to the IEEE and PSAC.  The main purpose of the minicourses is to help with the professional development of IEEE members and conference attendees by providing additional training, by broadening their technology exposure, and by providing an opportunity for networking.  The minicourses are carried out in the spirit of a group of recognized scientists and engineers who volunteer to provide an educational service to the plasma science community.


2.2
The minicourse co-exists with the ICOPS.  The details of how the minicourse and ICOPS interact must be worked out through collaboration among the minicourse organizer, the ICOPS chairperson, and the EXCOM.  The EXCOM expects the minicourse to be a joint venture between the ICOPS and the course itself.  While the content, choice of instructors, format for the course, etc., is decided by the organizer (subject to EXCOM approval), there are important financial constraints and risks, as well as logistical concerns, that must be shared equitably by all parties.  The minicourse organizer and ICOPS chairperson must work out the logistics, finances, and all other salient aspects of how the minicourse and ICOPS interact well in advance of the ICOPS. 


2.3
The financial details for the minicourse must be worked out in advance and agreed to by the minicourse organizer, the ICOPS chairperson, and the EXCOM.  In particular: 



2.3.1
The minicourse must generate sufficient funds to cover any costs it incurs to the ICOPS.



2.3.2
The instructors will be compensated for all direct costs and may receive no more than a modest compensation (honorarium) for their time. 



2.3.3
If financial projections suggest that the minicourse will not recover its costs, the minicourse can be cancelled by the either the organizer, ICOPS chairperson, or EXCOM. 


2.4
To propose a minicourse and have it approved, the following procedure and schedule should be followed (while this procedure and schedule are normally required, there are circumstances under which it can be modified with concurrence of EXCOM): 


a.
A written proposal (the text for which should be no more than 5 pages long) should be received by the chairperson of the EXCOM minicourse subcommittee approximately 19.5 months prior to the date of the ICOPS meeting at which the minicourse is proposed to be given (the “target” ICOPS).  This is about 1.5 months before the EXCOM meeting at which the proposal first can be considered (three EXCOM meetings before the target ICOPS, or [target – 3]).  A format for the written proposal is attached.  It should be followed as closely as possible.  The early submission for the initial proposal is required to give the EXCOM time to evaluate and approve the proposal before the initial announcement for the target ICOPS is distributed by the ICOPS chairperson - about 9-12 months before the target ICOPS.  This announcement will also advertise the minicourse.


b.
At the [target – 3] meeting, the minicourse organizer will be asked to give a short (no more than 15-minute) presentation (following the same format as the written proposal) summarizing the previously submitted proposal and the EXCOM will vote on the minicourse.  


c.
If the minicourse is approved, the minicourse organizer will be asked to present a report to the EXCOM at the next EXCOM meeting, [target – 2] (about 12 months prior to the target ICOPS), on results of the planning for the course and negotiations with the ICOPS chairperson.


d.
No later than three months after this EXCOM meeting (or about 9 months before the target ICOPS) the minicourse organizer and ICOPS chairperson should have a written agreement on the finances, administration, and logistics of the minicourse.  If possible, this agreement should proceed the initial ICOPS announcement.  At the EXCOM meeting immediately prior to the target ICOPS, [target – 1] (about 6 - 7 months prior to the target ICOPS), the minicourse organizer should provide a written and oral report outline of the final plan.  At this point, the EXCOM must be presented with a memo signed by the course organizer and EXCOM chairperson documenting the financial agreement. 


d.
By six weeks after the registration deadline, the ICOPS chairperson and the minicourse organizer decide if the minicourse registration is sufficiently large to recover costs.  At this point, the ICOPS chairperson and the minicourse organizer must concur on the decision whether or not to proceed with the minicourse.  After the minicourse is given, the organizer should continue to interact with the ICOPS chairperson to bring to closure all of the outstanding financial issues, with the goal of presenting a final written and oral report at the next EXCOM meeting, [target + 1] (about 6 - 7 months after the target ICOPS).

IEEE ICOPS Minicourse Gudelines,
Format for proposal and presentation

I.
Title; organizer (address and phone number); particular ICOPS for which course is to be considered; and desire for future consideration (Y or N).  

II.
Relevance and benefit of minicourse to IEEE members. 

III.
Purpose of minicourse:

a.
Training or overview for graduate students or professionals

b.
Cross-fertilization between industry/university/national laboratories

IV.
Minicourse details: 

a.
Specific classes and topics. 

b.
Schedule (Is the ICOPS chairman in the loop?) 

c.
Predicted attendance

d.
List of similar courses offered by other institutions and what differentiates the proposed minicourse from those courses, if information is easily available. 

e.
State what materials (books, notes, etc.) are included with the coursev

V.
Qualifications of proposed minicourse staff: 

a.
Technical/teaching qualifications of staff

b.
Relevant experience of minicourse organizer

VI.
Budget: 

a.
Proposed fee (Is it reasonable and realistic?) 

b.
Costs ( details of lecturer fees and anticipated expenses) 

c.
Co-sponsors

d.
Logistics (copying, administrative support expected from ICOPS etc) 

VII.
Appendices

a.
Staff resumes
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