CIGRE


Study Committee C1

Guidelines for Establishing, Operating and Completing Working Groups

Introduction

1.   The overall aims and objectives of CIGRE are set down in its current Master Plan (given in the CIGRE web-site) and the means by which study committees contribute to this is set out in the Technical Committee Strategy and Action Plan (given in the TC web-site).     In turn, the role played by study committee C1 is described in its Strategy and Action Plan (given in the C1 web-site).

2.   The technical activities are undertaken by working groups and this document provides the process applied in SC C1 for establishing, operating and completing WG's.   It will make reference to the various parts of the C1 structure that is described in the C1 web-site.

Establishing a Working Group

3.   Proposals for new WGs are presented by the three Advisory Groups. These AG's meet annually at the main C1 meeting and will propose topics for new WG's which can come from:

a) the activities of existing WG's.   During their activities, existing WG's may identify work areas that are beyond their Terms of Reference and these are to be communicated to AG convenors.

b) The discussion at the annual AG meeting.

The AG convenors will liaise with all SC C1 members before each AG meeting to request any ideas for future WG activities.    Where members have an idea for future work, they will circulate a note in advance of the AG meeting seeking views on their proposal.      A final decision on the proposed new work will be made at the AG meeting after consideration of all other options. .    All WG's will be required to publish a report in 2 years from starting their work or from the time when the Technical Committee chairman agrees the Terms of Reference whichever is the shorter.

4.   The AG meeting will take place after existing WG's have reported their progress report.   Any areas of further work identified by the WG's will be considered in the AG meeting.   The AG's will report their new WG proposals to the full C1 meeting for agreement by all members.   Once a new WG is agreed a convenor will be appointed to lead the work.   This process will be followed each year.    In each even number year, the AG's will also propose the preferencial subjects for the CIGRE Paris session in 2 years time.    These preferential subjects may or maynot be related to the existing or new WG activities.
5.   The convenor of a new WG will within one month send to the SC chairman a draft Terms of Reference ( outline attached ).   The TOR may contain an overall 'scope' which is capable of being delivered within the required 2 year timeframe.   Alternatively, the TOR 'scope' may be such that some parts will need to be completed before others can be started.   In this case, the TOR 'scope' is to be expressed in categories, each category capable of being completed within 2 years.   The deliverables part of the TOR must set out the timescales for delivering the TOR through the publication of a Technical Brochure ( final report ), this TB must start with a Executive Summary which will be placed in ELECTRA before publication of the full TB (see paragraphs 14/15).   Where the TOR comprise more than one category, the timescales for all categories are to be shown.
6.   The convenors of WG’s report directly to the Chairman of the Study   Committee.    The convenors will be part of the C1 management team ( see C1 structure ) which meet annually to review progress and future direction and strategy of the study committee.

7.   The chairman, after making any changes, will send the TOR to the Technical Secretary of C1 who will place it on the C1 web-site, inform all C1 members and request any comments within one month.   Once the TOR are finalised, the chairman will send it to the chairman of the Technical Committee for endorsement.   It is usual practice that the TC chairman may seek the views from other SC's and request some modifications to the TOR, this step should take no longer than one month.

8.   The final WG TOR will be placed on the C1 web-site by the Technical Secretary who will request all C1 members to nominate WG members who will contribute to the work.   These nominations are to be sent to the new WG convenor.   The new WG convenor will also contact other SC's who may wish to participate in the work.    Where a convenor would like some particular individual to participate or would like representation from a particular country/company, the convenor may approach the relevant SC member.    The WG convenor will send a full list of all WG members to the C1 chairman and Technical Secretary who will place them on the C1 web-site.
9.   Two types of members are involved in WG: 

a)   Regular members – experts who participate actively and attend meetings

b)    Corresponding members –experts who participate actively, but are not   able to attend meetings due to financial, time, or distance constraints.

The first meeting should be held within 4 months after the decision to create the new WG.

10.  During the first meeting of a WG the following essential points have to be addressed:  

· Appoint the secretary of the WG

· Confirm membership 

· Confirm scope, deliverables and time schedule

· Split of work

· Structure of the report (preliminary draft).

11.   The WG Convenor is to report to the chairman the level of participation  of the members, so that any low participation can be highlighted and corrected.    If a regular member of the WG misses 2 or more meetings, the convenor may seek a replacement.   Any lack of active participation will be taken into account by the chairman when the SC membership is reviewed ( now every 2 years ).    If Corresponding Members are not participating actively, they can be removed from the Corresponding Member List.

Operation of Working Groups
12.   The WG organises its own activities and decides the necessary number of meetings itself,  but it is convenient to plan the meetings to coincide with other CIGRE/SC C1 events, such as the Paris Session or a C1 meeting/Symposium.

13.   Once the C1 members have agreed the TOR for a new WG, the progress of the WG should be fully visible to them.   It is the responsibility of each WG convenor to maintain a progress report on the C1 web-site, the standard progress report to be used is attached.   This progress report should be sent to the C1 Technical Secretary who will place it on the C1 web-site.   This report should be updated at 2 or 3 monthly intervals.   The WG convenor is also required to attend the annual SC C1 Meeting to present a full status report.

Completion of a Working Group

14.   The deliverable of the WG is a Technical Brochure (final report).     The TB must contain an Executive Summary at the beginning which has to be placed in ELECTRA before publication of the TB.

15.   A draft of the final report with Executive Summary must be sent to the SC chairman and Technical Secretary for comment.   The Technical Secretary will place the draft report on the C1 web-site and inform all SC C1 members asking for any comments within one month to be sent to the WG convenor.   After taking account of any comments, the WG convenor will pass the final report to the chairman who has the responsibility to authorise placing the Executive Summary in ELECTRA and publication of the TB.   The chairman, after authorising completion, will send the Executive Summary and the full TB to the Secretary General at CIGRE Central Office for the Executive Summary to be placed in ELECTRA and subsequent publication of the TB.
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PROPOSAL FOR CREATION OF A NEW WORKING GROUP *

	WG* N° XX.YY.ZZ
	Name of Convenor :  Name Surname (COUNTRY)

	Title of the Group : Exemple of title of the WG

	Scope, deliverables and proposed time schedule of the Group :

Background :
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Deliverables : Report to be published in Electra or technical brochure with summary in Electra

Time Schedule : start : January 2000                                     Final report : 2002

	Comments from Chairmen of SCs concerned : 



	Approval by Technical Committee Chairman :                                       Date :
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