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How to add Fellows to your conference

This document provides an overview of the processes developed to support the addition of the
Fellows program at the 2022 IFAC Workshop on Cyber-Physical-Human Systems (CPHS).

We define Fellows as a group of researchers specifically recruited or selected to participate in
the conference. Example groups may include first-time conference participants, early-career
researchers, or members of historically-underrepresented groups in the research community,
the latter of which may include women, underrepresented racial or ethnic minorities, first-
generation college students, LGBTQIA+, people with disabilities, and others.

In adding a Fellows program at our conference, we were intentional about each step in the
process, from advertising to evaluation, selection, mentoring, and inclusion. So we want to
share our thoughts and processes with anyone who may be interested. This document is
organized chronologically to match the sequence of steps you will complete.

We built on past successes of the Inclusion@RSS and NeuroMatch programs that provided
scaffolding to broaden participation in the Robotics and Neuroscience communities.
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What makes a Fellow?

Who will be included in the program?

If you are considering creating a Fellows program, then presumably you have an identity group
in mind that you want to include and support. We sought participants who identify as a student
or early-career researcher and member of a historically-underrepresented group in our research
community, the latter of which includes but is not limited to women, underrepresented
minorities, first-generation college students, LGBTQIA+, and people with disabilities. You may
have other priorities, but it is important to settle on precise inclusion criteria before going any
further.

Disclosing the group(s) a participant identifies with was not required to apply or be admitted to
the program, and we never asked for this information. We strongly recommend this policy
because policing someone’s membership in any particular identity group is fraught and, anyway,
none of our business — people have a right to privacy. We regard the possibility of someone
abusing this policy as an acceptable risk to protect vulnerable members of our community.

How will participants benefit?

If you are reading this document then you may already have some ideas about what Fellows will
do in your program, or the support they will receive, or the opportunities they will be provided. In
any case, here are some ideas of our own:

e cover or offset the cost of travel (see next section);

e offer mentorship before, during, or after the conference;

e offer guidance for participating in the conference;

e provide an opportunity for participants to present at the conference, e.g. via lightning

talks or during a poster session.

We implemented each of these in our program, so more details will be provided below.
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Funding

This step is optional. However, obtaining funding is extremely valuable if the Fellows are to be
selected from members of historically-underrepresented groups, as members of these groups
are likely to have less disposable income than their peers, potentially making the cost of
conference attendance prohibitive. Of course it is possible they have access to sources of
funding other than their personal finances, but these sources will generally be provided at the
discretion of other people or organizations. If you provide funding for participants, it gives
everyone equal access to the program.

Fortunately, there are multiple potential sources of funding.

If your conference has industrial affiliates, they may be able to contribute — it can’t hurt to ask!
This type of program is really a drop in the bucket compared to their profits ..

Any professional society that sponsors or is affiliated with the conference may have funds
available.

But another excellent possibility is obtaining a conference grant from NSF. The details of
availability for these grants varies with program, so we recommend reaching out to your
cognizant program officer.

If you pursue the NSF route, you will prepare and submit a proposal using the usual process.
The project description will of course be much more brief than a research proposal, but it pays
to take it just as seriously as your other endeavors and submit a well-crafted document. The
good news is that this document provides a lot of useful inspiration to help you write your own
proposal, as we consider the many facets of the endeavor and provide (in our opinion) well-
reasoned approaches to each.
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Advertisements

We made announcements through the following channels:
e local and national chapters of affinity groups;
o American Indian Science and Engineering Society (AISES)
o National Society of Black Engineers (NSBE)
Society of Asian Scientists and Engineers (SASE)
o Society of Hispanic Professional Engineers (SHPE)
o Society of Women Engineers (SWE)
e social network and web sites of conference organizers and advisory board members;
e direct messages to contacts at minority-serving institutions (MSI) by workshop
organizers and advisory board members;
e lists of authors of accepted papers.
One thing we wish we’d done is add a prompt to the application form asking how the applicant
heard about the program — collecting this information should inform future efforts.

o

In addition, the conference website included a top-level navigation link to a Fellows page with
the following content:

CPHS 2022 Fellows

Thanks to an award from NSF’'s CNS Division, we have funding to sponsor travel
and registration costs for 10 students and early-career researchers from
historically underrepresented groups affiliated with US institutions to participate
in CPHS 2022! Beyond providing financial support to cover (or largely offset)
meeting participation costs, we seek to create a sense of community among
CPHS Fellows by establishing formal Mentorship and Orientation structures
(details to come - if you are interested in serving as a Mentor, please sign up
here: [insert your form URL here]).

You are in the best position to determine whether you identify as a student /
early-career researcher and member of a historically-underrepresented group in
your research community, the latter of which includes but is not limited to
women, underrepresented minorities, first-generation college students,
LGBTQIA+, and people with disabilities. You will not be expected or required to
declare the group(s) you identify with to participate in the Fellows program.

We encourage folks to apply regardless of whether they are co-author on a paper
accepted for publication at the meeting — our intention is to help broaden
participation in the community in this and future years.
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Application and selection

Use the following form to apply to the Fellows program: [insert your form URL
here]

The priority deadline for applications is Fri Oct 21 2022 (anywhere on Earth), but
we will continue to evaluate applications on a rolling basis until all of our funds
have been committed.

We aim to make initial selections by Mon Oct 31 2022 for prospective Fellows
that apply by the priority deadline, and will endeavor to respond to applications
received after the priority deadline within one week.

Eligibility and selection criteria

The eligibility requirements to receive travel funds are that you:

e self-identify as a member of a historically-underrepresented group in your
research community;
e are currently affiliated with a US institution.

There are no eligibility requirements related to your stage of career, prior
participation in CPHS or similar conferences, authorship of papers published in
this or prior CPHS conferences.

The selection criteria we will use are:

e financial need;

e institutional affiliation;

e potential benefit to applicant;

e potential benefit to CPHS community.

Our primary goal is to incorporate people who do not currently identify as being a
part of the CPHS community but are in adjacent areas of research (e.g.,
neuroscience, neuroengineering, health, human-computer interaction,
accessibility, etc.) who may be interested in participating.

Reimbursement for travel expenses

We are still determining the exact processes for how travel expenses will be
reimbursed — we will update this page and notify Fellows as soon as we are able.

However, all travel will need to conform to the University of Washington travel
policies, including the Fly America Act.
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Professional resume, CV, website

A central part of the hidden curriculum in academic research is how you as a
researcher present yourself to the community — there are specific types of
information and styles of presentation that people expect to see, but this “folk
knowledge” is often not explicitly discussed or taught. To help break down this
barrier to participation, we are providing some examples and guidance for
creating a professional resume, curriculum vitae (“CV"), and/or website.

This Cornell University’s Graduate School page provides an excellent overview of
the structure and purpose for creating an academic resume or CV.

If you have not previously created one of these documents, it is important to
know that there are no expectations or requirements regarding the number of
pages or exact formatting. Although fancy fonts and stylish layouts are
commonly seen in resumes prepared for positions in private industry, on the
academic side things are usually more plain and conventional. (You are welcome
to express your individuality and creativity if you'd like! But it is not expected or
required.)

Similar guidelines apply to professional websites: although some people’s sites
are fancier than others, the most common approach is to find and edit a simple
template to include essential information (e.g. your current position and
institutional affiliation, any publications or presentations, and contact
information). Some common tools with excellent templates to create an
academic website are GitHub Pages, WordPress, Jemdoc, and Jekyll.

As a final note: although having both a professional resume / CV and website
would be ideal by the time you apply for jobs or internships, only one of these is
required for the Fellows application (resume / CV or website).

Contact for co-organizers

The CPHS Fellows program is being co-created by Momona Yamagami and Sam
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Applications

We created an application form with the following prompts. Some of these were informed by our
funding source (NSF only funds researchers affiliated with US institutions).

Note that we list the selection criteria — this is important for two key reasons. First, listing the
criteria on the application page forces you to think through and commit to those criteria prior to
receiving any applications (so there is no risk of adjusting the criteria based on the applications
received). Second, relying on applicants to guess what information may be valuable to you will
privilege those with higher cultural capital. Listing the selection criteria levels the playing field.

Please use this form to apply to the CPHS 2022 Fellows program, which will
reimburse travel and registration costs for approximately 10 students and early-
career researchers from historically-underrepresented groups affiliated with US
institutions to participate in the meeting.

You are in the best position to determine whether you identify as a student /
early-career researcher and member of a historically-underrepresented group in
your research community, the latter of which includes but is not limited to women,
underrepresented minorities, first-generation college students, LGBTQIA+, and
people with disabilities. You will not be expected or required to declare the
group(s) you identify with to participate in the Fellows program.

We encourage folks to apply regardless of whether they are co-author on a paper
accepted for publication at the meeting -- our intention is to help broaden
participation in the community in this and future years.

For transparency, the selection criteria we will use are: financial need,
institutional affiliation; potential benefit to applicant; and potential benefit to CPHS
community. Our primary goal is to incorporate people who do not currently
identify as being a part of the CPHS community but are in adjacent areas of
research (e.g., neuroscience, neuroengineering, health, human-computer
interaction, accessibility, etc.) who may be interested in participating.

e What is your current research position? e.g. undergraduate student, graduate student,
postdoctoral researcher, faculty, industry researcher [short answer]

e What is your current research affiliation? e.g. name of university and department,
government agency, private company, or non-governmental organization (PLEASE
NOTE that our funds are only available to researchers affiliated with US institutions)
[short answer]

e Do you identify as a member of a historically-underrepresented group in the CPHS
community? e.g. including but not limit to women, underrepresented minorities, first-
generation college students, LGBTQIA+, and people with disabilities and/or chronic
conditions [yes/no]
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Are you listed as a co-author on a paper accepted for publication at the meeting? If yes,
please provide paper title(s) -- separate multiple titles with a semicolon. (Co-authorship
on an accepted paper is not a requirement for the Fellows program -- providing this
information will not affect the probability that you are selected as a Fellow.) [short
answer]

Please state whether you expect to travel to [conference location] by plane, train, or car,
and your expected origin and destination city/cities. (These expenses are the most
variable, so providing this information will help us with budget estimates -- providing this
information will not affect the probability that you are selected as a Fellow.) [short
answer]

Please describe any other sources of travel funding, e.g. research mentor(s) and/or
institutional support that can pay for you to attend the meeting. (NOT self-pay / from your
own personal funds.) [short answer]

Please provide a link to your resume, CV, and/or professional website. (If you haven't
created these before: we have guidance on the Fellows web page, and an example /
template is available [link to example].) [short answer]

Please provide the contact information for your research mentor(s) or advisor(s), if
applicable -- separate multiple people with a semicolon. [short answer]

Please provide a brief statement describing how patrticipating in the Fellows program
may benefit you and/or your research (a paragraph is sufficient), particularly if
participation would help you overcome any financial or institutional barriers to
participation. [short answer]
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Selection

We set a priority deadline for applications, but continued to accept applications on a rolling basis
in case we had sufficient funds to consider accepting more applicants.

Eligibility requirements were stated clearly on the website and application form. We established
an evaluation rubric prior to accepting any applications, and we specified the evaluation criteria
to applicants so they would know exactly what information to provide. The selection criteria we
considered were:

e financial need,

e institutional affiliation;

e potential benefit to applicant;

e potential benefit to CPHS community.

We evaluated each criterion on a {-1, 0, +1} scale, where +1 indicates a strong or favorable
response, -1 a weak or unfavorable response, and 0 neutral. For instance, people with low
personal income (e.g. students) and no professional funding (e.g. unaffiliated with a lab, or their
lab has a funding gap) have strong financial need. People from minority-serving institutions or
primarily undergraduate institutions have favorable institutional affiliation.

Two experts evaluated each application and their evaluations were pooled to make final
selections. In our case, we were able to admit 13 applicants into our program, as the travel
estimates we obtained from the travel questions in the application form assured us that we had
sufficient funds for all.
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Mentorship

Our approach to mentorship was multifaceted: we
1. matched Fellows with mentors and encouraged them to meet with before, during, and
after the conference;
2. organized orientation meetings in the week leading up to the conference;
3. wrote a Handbook to introduce Fellows to the community.
We go into more detail about each element below.

Matching mentees with mentors

We asked established members of our community to volunteer as a mentor — this request was
sent to members of the organizing and steering committees, and we asked those people to
send the request on to good mentors they thought would be available and interested.

Example of an email we sent:
Folks on the CPHS 2022 Organizing Committee (at US institutions),

We are writing to request your help with advertising the CPHS Fellows program,
which will provide travel grants and other support to help people from historically -
underrepresented groups at US institutions participate in this year's CPHS
meeting.

Please share the following link with information for prospective Fellows to
anyone you think may be interested, and please encourage them to share along:
https://www.cphs2022.org/fellows/

Also, please consider volunteering to serve as a Mentor for the Fellows by
filling out this form (< 3 hours total time commitment) -- feel free to share the link
with anyone you think may be a good Mentor (PhD holders preferred, but
outstanding senior PhD students also welcome):

[link to form here]

Note the key eligibility criteria for Fellows are as follows:

- self-identify as a member of a historically-underrepresented group in their
research community;

- currently affiliated with a US institution.

The priority deadline for applications is Fri Oct 21 (anywhere on Earth), but
applications will be accepted until all the funds are committed.

Example of the mentor form we used:
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Please use this form to sign up to serve as a Mentor for participants in the CPHS
2022 Fellows program, which will reimburse travel and registration costs for
approximately 10 students and early-career researchers from historically-
underrepresented groups affiliated with US institutions to participate in the
meeting -- more information is available here: https://www.cphs2022.org/fellows/

Since we expect Fellows will not have an established professional network in the
CPHS community, we want to match them with a Mentor who can help answer
guestions and make connections. (We will also organize an Orientation and
create a Guidebook to help support Fellows and other new community
members.)

Mentor responsibilities and time commitment (< 3 hours total per mentee):

- meet with mentee before CPHS;

- meet with mentee during CPHS;

- connect mentee with other folks at CPHS (particularly faculty and other more
senior researchers).

Our primary goal in establishing the Fellows program and connecting participants
with Mentors is to incorporate people who do not currently identify as being a part
of the CPHS community but are in relevant areas of research (e.g., control
theory, human-robot interaction, neuroscience, neuroengineering, health, human-
computer interaction, accessibility, etc.).

Your emall

Your preferred name

Your preferred pronouns (see https://pronouns.org/ for more information)
Your current position and institutional affiliation

Do you plan to attend CPHS 2022 in person? (preference will be given to
in-person Mentors)

o yes
o no
o maybe

e How many mentees can you support at CPHS 2022?
o 0 mentees (I just want to express my support for the program!)
o 1 mentee
o 2 mentees
o more than 2 mentees (but note that we do not expect to assign
more than 2)
e Keywords and/or a website link we can use to get a sense of your
research interests or areas of expertise (we will endeavor to match
Mentors and Mentees with similar interests)
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After recruiting a pool of mentors, your task is to match mentors with mentees. We tried
to take into account relevant factors like institutional affiliation (it is better to match
mentees with mentors at other universities), research areas, or self-identification with
shared identity groups. We were able to keep the mentorship load low, with each mentor
connected with only 1 or 2 mentees.

Example of the email we sent to connect mentors and mentees:
Hi [mentee] (she/her/hers), [mentor] (they/them/their),

I'm writing to connect you two as a mentor-mentee pair for the CPHS Fellows
program!

With a little over a week remaining before the start of the meeting, | hope you
may be able to touch base for a quick discussion and/or make plans to connect
in-person at the conference.

As a reminder, the goal of pairing Fellows with Mentors is to welcome the
newcomer into the community, answer any questions they may have about the
conference, and suggest or facilitate connections with other folks they may
benefit from meeting.

If nothing else, there'll be at least one familiar face at the conference!

Let me know if you have any questions or hit any snags, otherwise feel free to
take me off the email exchange,

Orientation

We polled selected Fellows about their availability in the week preceding the conference and
scheduled 1-hour orientation sessions. These sessions helped introduce the Fellows to one
another so they would see some friendly faces when they arrived, and provided an opportunity
to ask questions. We provided the handbook described in the next section prior to these
sessions, which helped to preempt some questions and clarify others.

Handbook for conference attendees

This text will be repeated in the handbook below, but it captures exactly what we wish to say:
The point of creating a document like this is to lower barriers to entry in our research
community. A secondary goal is to help create the kind of community we are excited and proud
to support. By proactively answering common questions and codifying hidden curriculum
associated with the meeting, we aim to reduce the stress and increase the value of attending.
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CPHS 2022 Handbook

Who is this for?

We are writing this for everyone, but particularly the inaugural cohort of CPHS Fellows,
first-time meeting attendees, and other early-career researchers.

What is the point?

The point of creating a document like this is to lower barriers to entry in our research
community. (A secondary goal is to help create the kind of community we are excited
and proud to support.) By proactively answering common questions and codifying hidden
curriculum associated with the meeting, we aim to reduce the stress and increase the
value of attending.

Technical program

The schedule for the entire meeting is outlined in the Agenda, but the specific locations,
links to talk titles and abstracts, and author index are contained in the Technical Program.

This is a “single-track” meeting, which means that there is only one activity happening at
a time that everyone is welcome to attend. There are several types of activities,
summarized below.

e Plenary (sometimes called a “keynote”): this is an invited presentation from a
leading researcher in the field; the talk will generally be higher-level / more
accessible than the typical talk associated with a paper accepted for publication
at the meeting. Attending the presentation and discussing afterward is highly
encouraged!

e Oral session: this will consist of a sequence of presentations by authors of
accepted papers, each scheduled to last ~12min with a couple minutes allotted
for questions from the audience; a good exercise during a talk is to try thinking of
three questions you could ask the presenter — consider asking one of them after
the talk!

e Interactive session: this will consist of ~30min worth of “lightning talks” followed
by a ~1hr “poster session” by authors of accepted papers; as the name suggests,
this format encourages and facilitates interaction better than an oral session;
similar to the oral session, a good exercise would be to think of a question for the
presenter during their lightning talk and then asking them while they are at their
poster!

e CPHS Fellows: this is a special session in which our Fellows will give ~1-2min
“spotlight talks” to introduce themselves to the community and highlight any
accepted paper they co-authored or are presenting at the meeting.

Authors:
Sam Burden, Associate Professor, Electrical & Computer Engineering, University of Washington, Seattle, WA, USA
Momona Yamagami, Assistant Professor, Electrical & Computer Engineering, Rice University, Houston, TX, USA


https://www.cphs2022.org/fellows/
https://www.cphs2022.org/agenda/
https://ifac.papercept.net/conferences/conferences/CPHS22/program/CPHS22_ProgramAtAGlanceWeb.html

v1.0 — Nov 10 2023 How to add Fellows to your conference page 14

Social program

Since science is a sociological phenomenon, the actual point of participating in a
scientific meeting is to interact with a particular community of researchers. If this is a
surprising observation, consider the fact that all of the ideas are already out there —
instantly disseminate-able on arXiv, social media, personal websites, electronic mail et al.

With that in mind, and acknowledging that even researchers are corporeal beings that
benefit from intermittent injections of calories and caffeine, the technical program is
punctuated by a sequence of Coffee Breaks, a Reception, and a Banquet Luncheon as
outlined in the Agenda.

These social activities provide excellent opportunities to take care of yourself —grab food
or drink, stretch, check in with folks back home, etc. — but they also provide ample
opportunities to connect with your colleagues, both new and familiar.

Community norms

Code of conduct

This conference (indeed, any scientific meeting worth attending) commits to providing an
experience for all participants that is free from harassment, bullying, and discrimination,
as well as inappropriate behavior that interferes with anyone’s ability to participate fully in
the meeting.

If you experience or observe any behavior that violates this code of conduct, please
contact DEI Chair Sam Burden <sburden@uw.edu> and/or General Chair Meeko Oishi

<oishi@unm.edu>.

Goals for attendance

The primary goal of the meeting organizers is to create a space that supports the free
exchange of ideas and professional development of all participants.

Your goals in attending the meeting may include any or all of the following:

catch up with colleagues or collaborators you already know;

meet new colleagues and explore future collaborations;

be exposed to and learn about state-of-the-art methods and results in your field;
present, advertise, or disseminate your own research ideas to the community;
learn about career opportunities like internships, jobs, fellowships, research
positions.

Whatever your goals are, we encourage you to be deliberate and proactive in pursuing
them.
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How to participate

Even supposing you adopt our view that scientific meetings like this exist primarily to
facilitate interaction between a community of researchers, that observation still leaves
many questions unanswered: how should one interact with the community? What
interactions are welcomed and encouraged? What interactions are unwelcome or
discouraged?

While we cannot hope to provide an exhaustive account of anticipated interpersonal
dynamics, we can provide general guidance to help everyone have positive and
productive experiences.

encouraged (with parenthetical caveats):

e introduce yourself to people, particularly during the social program activities and
interactive sessions in the technical program (though don’t waylay someone on
their way to the bathroom or immediately before they are scheduled to give a
presentation);

e have a ~30 second “elevator pitch” pre-prepared to respond when people ask
what you work on and/or why you are attending the meeting (just be careful not
to let the “elevator pitch” drone on for multiple minutes, and try to reciprocate by
asking them the same);

e engage with people at multiple stages of their career, not just in your cohort
(though you will likely find people at a similar stage as you to be more receptive
and engaging);

e reach out to people before, during, and after the meeting via email to request or
suggest connecting synchronously (though be understanding if they don'’t reply
promptly, as travel can be a major disruption to someone’s routine, and they may
have multiple trips scheduled back-to-back);

e ask people what their plans are for dinner (note that dinner is not provided on
either evening of the meeting) and/or ask a gathering group if there is room to
join them (though be respectful if they demur, as they may have a reservation or
other constraint that prevents them from inviting you).

discouraged (with parenthetical alternatives):

e pointing out errors in public settings like oral or interactive sessions (you might be
wrong! better to follow up 1-on-1, either in-person or via email; if you absolutely
must address a perceived error, try posing a question rather than making an
assertion);

e being dismissive of or making value judgements about anyone’s research topic,
method, result, field, paradigm, etc. (all research contributes to scientific
progress, and judging the value of any particular contribution in any particular
time period is extremely fraught);

e going over the time allotted for your presentation, speaking out of turn, or
otherwise violating instructions from a session moderator (though feel free to
keep your hand raised even after a moderator indicates there is no more time —
they may make an exception if you respectfully request the opportunity to ask a
burning question);

e consuming alcohol or other recreational substances to excess, as this can impair
your judgment and impede your ability to interact respectfully (also, do not
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pressure others or succumb to pressure by others to consume food, drink, or
substances you don’t want).

Dress code

There is no formal dress code for this (or most) scientific meeting(s). The best guidance
is to wear clothes that help you feel comfortable and confident while interacting with your
colleagues. But since that guidance is vague and doesn’t help first-time meeting
attendees, some specific thoughts are provided below.

Most attendees will dress “up”, i.e. wear more formal or professional clothes than they do
in their day jobs as researchers. It is more common to “overdress” than “underdress”.
With that said, it is not particularly common to wear something as formal as a full suit and
tie (though suit jackets or blazers without ties are common, as are collared shirts with ties
but no jacket).

If your goalis to “blend in”, a skirt or slacks (not jeans) with a blouse or collared shirt (not
a T-shirt) and dress shoes / flats / boots (not sneakers or sandals) are good choices.

However, if your goal is to “stand out”, feel free to express yourself with your attire. Do
not feel obligated to cover tattoos or remove piercings. Again, the best guidance is to
dress for your comfort and confidence. People come to these meetings primarily to
interact with other people and their ideas; everything else is secondary.

After the meeting

You might find it worthwhile to dedicate some time after you return from the meeting to
reflect on what you learned, follow up on interesting ideas, and share thoughts with your
colleagues.

Beyond reading papers from the meeting and corresponding with people you met, you
might consider giving a “debrief” presentation to one or more research groups you are
affiliated with back at your home institution. This can be a useful exercise to help you
organize your thoughts and experiences, and any information you disseminate will be
tremendously valuable to your colleagues who did not have the privilege of attending the
meeting.

Final thoughts

Attending a scientific meeting can be a LOT — you are disrupting routines (e.g. sleep,
meals, exercise), leaving your support network of family and/or friends, changing
timezones, being exposed to a huge amount of information, interacting with a dizzying
array of new people, ...

Don'’t be surprised (and definitely don’t feel bad) if you find yourself overwhelmed or
exhausted, either during or after the meeting. This is normal — meeting veterans have
just developed strategies to endure the overwhelm and manage their exhaustion.
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Feel free to take breaks when and as you need them — no one is taking attendance. (If
anyone asks why you were absent, a convenient excuse is that you had to join a zoom
meeting).

Authors

This handbook was created for CPHS 2022 by Momona Yamagami and Sam Burden.

License

You are welcome to share and adapt this handbook using the Creative Commons v3.0
license.
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Inclusion of Fellows

The multi-faceted approach to mentorship described previously goes a long way toward
introducing Fellows to the conference and integrating them into a community that welcomes and
values them — all key aspects of inclusivity. But it is also valuable to incorporate Fellows directly
into the technical agenda.

To that end, we set aside time in the program for a series of lightning talks from Fellows. Our
meeting was relatively small (on the order of 100 participants) and single-track, so including this
session meant that the fellows had an opportunity to introduce themselves to almost everyone
at the conference. The lightning talk could focus on the Fellow’s research, but could just as
easily focus on their research interests, goals for attending the conference, or future career
plans — whatever they decided would be most useful for them to present to the community.

We did not require Fellows to give a lightning talk, and indeed a few declined; the primary
reason for opting out seemed to be that they were very early in their career and nervous about
presenting. Perhaps the latter could be addressed with more mentorship, but we were not
prepared to intervene.

The lightning talk session was deliberately scheduled immediately after the plenary talk that
opened the meeting, both to ensure good attendance (we had a high-profile and dynamic
plenary speaker) and to introduce the Fellows as early as possible so other attendees could
recognize them.

An alternative to lightning talks would be a poster session, either one that is standalone or
integrated with an existing session. Or why not both?
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Inclusion of everyone

In addition to the mentorship and inclusion approaches for Fellows described previously, we
have several recommendations applicable to general aspects of conference organization that
are particularly important if the goal is to create a space and event that is more welcoming to
people from historically-underrepresented groups.

Use preferred names and pronouns

This is easy and very helpful: ask participants for their preferred name and pronouns and
employ these everywhere they are appropriate, e.g. on hame tags, in the program agenda. The
best practice would be for conference leadership (organizing and steering committee members
and other senior members of the community in attendance) to get in on this by, for instance,
making it clear how they wish to be referred to by conference participants, and clarifying
preferred pronouns when speakers and panelists are introduced.

Accommodate all bodies

Consider the accessibility of your space and event. Ask everyone — participants, invited
speakers, support staff — if they require any accommodations. Recognize that disability and
illness take many forms, and try to preemptively provide accommodations. Is the space
navigable in a wheelchair or while walking with a cane (for sight or support)? Does anyone need
an interpreter for sign or other languages? Are there regular breaks in the technical program
that permit recovery from fatigue? Do you require or expect attendees to engage in strenuous
exercise? Provide private space for pumping breast milk.

Establish and enforce a code of conduct

It is naive to think that inappropriate behavior will not occur. So consider the likely possibilities
and plan for how to respond. Be proactive about describing appropriate and inappropriate
behavior to attendees so they will know when something is wrong. Provide a point-of-contact
attendees can bring issues to. Provide another point-of-contact in case the first is the problem.
Be careful when providing alcohol or other mind-altering substances — maybe just don’t?

Consider requiring attendees to attest that they will follow a code of conduct when they register.
While it may not deter people from inappropriate behavior, doing this will make it easier to
enforce consequences if/when issues arise.
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Authors

This handbook was created for CPHS 2022 by Sam Burden and Momona Yamagami.

License

You are welcome to share and adapt this handbook using the Creative Commons v3.0 license.

Final thoughts

We hope you find this document useful, and would love to hear from you as you develop and
implement your own program!
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