Guidelines for Hosting a Regional CDIO Meeting

May 13, 2010

Schedule

The meeting is usually two days, and usually on Tuesday and Wednesday. The first day is the Introductory CDIO Workshop, and the second day includes education specialists, industry speakers or panels, the projects and business meetings, and tours of the host university’s engineering workspaces and lab. The CDIO Regional Co-Directors, Ed Crawley, crawley@mit.edu, and Clément Fortin, clement.fortin@polymtl.ca, are responsible to setting the meeting schedule. A sample schedule is appended.

The Introductory CDIO Workshop

This is a standard workshop with slides and handouts already prepared.

· Daryl Boden, boden@usna.edu, coordinates this workshop, finding presenters and sending the slides and handbook to the host.

· Doris R. Brodeur, dbrodeur@mit.edu, also has the slides and handouts.

· The host photocopies the slides (2 per page, front-to-back) and the handbook (front-to-back) and assembles them in binders to distribute to each participant.

Meeting Room Requirements

Workshop – Day 1

· Large room with tables to accommodate the total number of participants

· Large projection screen

· Computer projector

· Easel and easel pad 

Project Meetings – Day 2

· 2 conference rooms (in addition to the large room) that will accommodate about 10 to 15 people each

· Computer projector in each room

· Projection screen unless there are white boards or plain wall surfaces

Meeting Website

There should be a meeting website for the CDIO regional meeting. This can be on the server of the host university with a link to http://www.cdio.org or may be set up directly on the CDIO website. Contact Bruce Mendelsohn, brucem@mit.edu, for assistance with the meeting website.

Registration

The host university determines the registration fee. The fee should cover workshop materials; morning break, lunch, and afternoon break for two days; dinner on the first night; bus transportation, if required for dinner and/or tours. 

· There is only one level registration, i.e., the full two days.

· If faculty members from the host university do not pay a registration fee, the host might seek financial support from university sources or benefactors to help defray meeting costs.

· The fee is usually in the $200 - $250 (USD) range.

· The host university determines the method of payment that it can accept, e.g, credit card, online payment, cash on site.

· There is a dinner charge for those who attend the dinner but who do not register for the meeting, e.g., faculty from the host university, accompanying spouses.

A sample registration form is appended.

Food Service and Meals

· Coffee, tea, and juice at the start of each day (Participants are on their own for breakfast.)

· Mid-morning coffee, tea, and juice with fruit and pastries each day.

· Lunches (usually brown-bag lunches or sandwich trays) are usually brought in to the meeting site, unless there is a cafeteria or faculty club on campus near the meeting site.

· Mid-afternoon cold drinks and cookies each day

· The venue for dinner usually highlights regional specialties or a favorite area restaurant. Local policy determines if wine can be included in the cost of the dinner.

Invitations, Promotion, and Publicity

· The Engineering Deans and Department Heads of the host university and universities in the geographic region should be invited to the one-day workshop. A sample letter of invitation is appended.

· Representatives of local engineering industries in the region may be invited to speak on a panel, to attend the Introductory CDIO Workshop, and/or to participate in the projects and business meetings. Speakers and panels are co-ordinated by the host university and the CDIO Regional Co-Directors.

· An open invitation to the one-day workshop should be extended to faculty and learning specialists at the local university. A sample poster is appended.

Maps and Directions

Maps of the campus and meeting site should be posted at the meeting website. Directions from the airport and information about local shuttle or taxi service are helpful. 

Hotel Accommodations

A block of rooms under the CDIO name should be reserved at one or two hotels, with the information posted on the meeting website. Participants will make their own reservations. Hotels in walking distance of the campus are the most convenient. Directions from the hotels to the meeting site should be posted on the meeting website.

Sample Schedule

CDIO Workshop Collaborators meeting at the University of Calgary

11 March 2008

	0900 - 0915
	Introductions
	15 min
	Ron Hugo

	0915 - 1045
	Establishing the Context and Defining the Learning Outcomes


	1.5 hrs
	Ed Crawley

	1045 - 1100
	Break 
	15 min
	

	1100 - 1215
	Designing an Integrated Curriculum


	1.25 hr
	Clement Fortin

	1215 - 1315
	Lunch 
	1 hr
	

	1315 – 1415
	Engaging Students in Their Learning
	1 hr
	Doris Brodeur

	1415 – 1530
	Designing and Integrating Design-Implement Experiences
	1.25 hrs
	Ron Hugo

	1530 - 1545
	Break
	15 min
	

	1545 - 1700
	Assessing Student Learning


	1.25 hrs
	Doris Brodeur

	1700 - 1800
	Adapting and Implementing the CDIO Approach

Workshop Summary


	1 hr
	Ed Crawley

	1900
	Dinner
	
	All


12 March 2008

	0830 - 0845
	Introduction to Collaborators meeting
	15 min
	Ed Crawley

	0845 - 0930
	Presentation by University of Calgary
	45 min
	Ron Hugo

	0930 - 1000
	Update on the implementation of CDIO: MIT, EPM, …
	45 min
	Clement Fortin

	1000 - 1030
	Common initiatives – status and plan, CASEE
	30 min
	Ed Crawley, Doris Brodeur

	1030 - 1045
	Break
	15 min
	

	1045 - 1200
	Work on common initiatives: Gent papers and others
	1.25 hr
	All

	1200 - 1315
	Working lunch – meeting with industrial leader – Oil and gas industry
	1.25 hr
	Ron Hugo

	1315 - 1400
	Visit to Design laboratory
	45 min
	Ron Hugo

	1400 - 1515
	Work on common initiatives: cont’d
	1.25 hr
	All

	1515 - 1530
	Break
	15 min
	

	1530 - 1600
	Plenary, reports – action items
	30 min
	Ed Crawley


SAMPLE REGISTRATION FORM

Registration for the March 11 Workshop includes lunch, a group dinner, coffee breaks, and meeting materials.  Transportation will be provided between a central location in Motel Village (recommended accommodations will be e-mailed) and the location for the group dinner.

First name:

Last name:

Affiliation:

Address 1:

Address 2:

City / town:

State / province:



Zip / postal code:

Country:

Email:




telephone:

The registration fee is $175 CND or $175 USD.  The registration deadline is February 25.  Checks should be in either CND or US dollars payable to “Department of Mechanical & Manufacturing Engineering.”  Mail to Ms. Karen Undseth, Department of Mechanical & Manufacturing Engineering, 2500 University Dr NW, Calgary AB T3C 0T5, Canada.

· I will pay my registration at the conference

· I will mail my registration fee  

 -    Dinner for ______ accompanying persons @ $ 60.00 USD
SAMPLE LETTER OF INVITATION

Date

Dear Dr. ……:

A major international project to reform undergraduate engineering education was launched in October 2000. This project, The CDIO Initiative, has expanded to include engineering programs worldwide (http://www.cdio.org). The vision of the project is to provide students with an education that stresses engineering fundamentals set in the context of Conceiving--Designing--Implementing--Operating (CDIO) real-world systems and products.  The CDIO Initiative has as its main focus to educate students who are able to

- master a deep working knowledge of technical fundamentals;
- lead in the creation and operation of new products and systems; and
- understand the importance and strategic impact of research and technological development on   society.
A CDIO Workshop is being hosted by the Schulich School of Engineering at the University of Calgary on Tuesday, March 11, 2008.  This one day workshop will introduce engineering educators to the CDIO Initiative through presentations made by CDIO collaborators from across North America, including the U.S. Naval Academy, Ecole Polytechnique Montreal, and MIT.  I would like to invite you or faculty members from within your Engineering school to come to Calgary and learn more about the CDIO Initiative.

Registration details can be found online at http://mit.edu/aeroastro/cdio/register.html.  Please note that the registration deadline is Monday, February 25th.  Further details on the CDIO Workshop will be e-mailed once the registration has been completed.    

Sincerely,

Ron J Hugo

Associate Professor & Head
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See attached session descriptions.
For more information, contact Ron Hugo
at 220-2283 or hugo@ucalgary.ca
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