IAIA’05:  How to Review Abstracts Online
    Section Coordinators
    

    Biodiversity & Ecology - Helen Byron (helenb)

    Environmental Management Systems - Debra Zanewich (debraz) and Maureen Hill (maureenh)

    Health Impact Assessment - Lea den Broeder (leadb)

    Trade - Clive George (cliveg) and Bernice Goldsmith (berniceg)

    Indigenous Peoples - Bob Tai (bobt), Amy Emerhi (amye)

    SEA - Thomas Fischer (thomasf)

    Urban - Markus Eggenberger (markuse)

    Disasters and Conflicts - Charles Kelly (charlesk)

    Environmental Legislation - Susan Waters (susanw), Jan de Mulder (jandm)

    Public Participation  - Pierre Andre (pierrea) and Peter Croal (peterc)

    SIA - James Baines (jamesb)

    Agriculture, Forests and Fisheries - Patrick Duffy (patrickd)

 

    Sections Coordinating Committee Chair - Nick Taylor (nickt)

To review abstracts:

· Go to www.iaia.org.
· Click on Conferences > IAIA'05 Main Page >  Program Committee Only (http://www.iaia.org/Non_Members/Conference/IAIA05/Abstract%20Submissions/login.htm)
· At the Login for Committee Chairs, type in your User Name (in parentheses above) and the password (admin)
You need to review all submission formats except posters. You can do this one of two ways:

· 1) Under Format, click Paper; under Topic, click your respective topic and review all papers listed. Then repeat the process for the other formats (i.e., then go back to Format, click Workshop, under Topic, click your respective topic and review all workshops. Then go back to Format, click Session and review all sessions, etc.). 

     --or--

· 2) Under Format, click All; under Topic, click your respective topic. Review everything that is listed EXCEPT posters; you will have to look at the Format field in the abstract box to see in what format the author intended the abstract. 

When you have selected Format and Topic, a results page will come up, showing the abstracts that meet your selection criteria. Each abstract is enclosed in a yellow/white box on a blue page background; note that the fields where you enter your data are at the TOP of each abstract box. It was set up this way so that when you look at an abstract, you can see the abstract number, author, title, comments, acceptance status, and author's registration status at-a-glance on the screen rather than having to scroll down to see that info following the text of the abstract. If you find this confusing and have a suggestion on how better to format this for next year, please let Jennifer know. The fields to fill in:
· Reviewed by:  please type in your name
· Review date:  please type in the date you reviewed the abstract
· Accepted:  please click a button "Yes" or "No"
· Notice sent on:  please type in the date on which you sent the author an acceptance, rejection, or request for revision notice.
· Author registered for IAIA'05:  Headquarters will fill that in as soon as the registration form is received at HQ. 
· Comments:  This field is important if you reject, request revision, or want to assign the abstract to a different topic. For any comment, please include specific details and be certain to include your name and the date of the action. The reason for this is that any comments added later by you or someone else or any changes to the name/date/accepted fields will overwrite the comments or entries already in the boxes. Only the comments in the box will be archived, and although a link will appear to review previously-entered comments, only the most recent comments will be visible upon scrolling the entries.
 

        Example:  Someone submits an abstract for the Disasters & Conflicts topic. Charles reviews the abstract and thinks it belongs under the Biodiversity and Ecology topic. In the input fields, he writes: 
· Reviewed by:  Charles K
· Review date:  01/18/05
· Accepted:  (leave blank)
· Acceptance notice sent on:  (leave blank)
· Comments:  I reviewed the abstract on 1/18/05 and found that it fit better under Biodiversity and Ecology. I e-mailed Helen B on 1/18. Charles K.
        Helen receives an e-mail from Charles letting her know that he thinks abstract #nn belongs in her topic area. After she reads the abstract, she agrees with Charles. She goes to the "modify an abstract" section on the IAIA'05 Authorized page and changes the entry in the "Suggested Session" dropdown box. Then she goes to the review page and writes: 
· Reviewed by:  Helen B
· Review date:  01/19/05
· Accepted:  Yes
· Acceptance notice sent on:  01/19/05
· Comments: Originally submitted to Disasters; Charles K suggested on 1/18 that this abstract fit better under the biodiv topic. Helen B.
 

If you request revision by the author, please note the date and the reason in the comment box. 

 

If you reject an abstract, please include the reason in the comment box. 

 

If you think an abstract should not be under your topic, but you are unsure which topic is most appropriate, please note this in the Comments box. Then go to the "modify an abstract" section on the IAIA'05 Authorized page and change the entry in the "Suggested Session" dropdown box to "Other Topic."  
 

Program chairs Wes Fisher and Charlotte Bingham review all abstracts submitted under the "Other Topic" category (this includes Theme Forum submissions). As needed, they will determine the appropriate topic and assign it to you by making the change in the Suggested Session dropdown box. (Patrick, note that Wes and Charlotte will need to give you a list of abstracts for you to review, since the AFF Section topic was not yet available when the web page was created.) Therefore, even though you think you have reviewed all abstracts under your topic, please check back occasionally, and at the review deadline, in case Charlotte or Wes or another Section Coordinator has reassigned an abstract to your topic.

 

After you have reviewed the abstract(s), you need to notify authors of their status. To ensure all authors receive the same information, we have provided two templates which should be used to reply:  1) acceptance, 2) rejection. 

The preliminary acceptance notice basically says “IAIA has received and reviewed your abstract, and it has been approved. Please register.”  The rejection notice basically says “IAIA has received your abstract, but it is not acceptable for this conference.”  These notices should be sent from the Section Coordinator to the primary author via e-mail. Items in pink should be personalized or updated as necessary. Please use your own judgment on text when requesting revisions. When the author revises the abstract to your satisfaction, you can then send the preliminary acceptance notice. See links “Preliminary Acceptance Notice Template” and “Rejection Notice Template” for text to cut and paste.

Note: IAIA practice is to accept and involve as many delegates as possible; a rejection notice should be sent only if the abstract has no merit whatsoever. Otherwise, the author should be encouraged to revise the submission (upgrade the quality or focus the topic) or participate in a practitioner's forum if you feel the subject may have a chance to be chosen for discussion on-site. See the link “Practitioners’ Forum Text” for information on the Practitioners’ Forum.   
You will send authors a “Final Acceptance Notice” at a later date (late April), after the registration deadline and when the schedule is finalized. The final acceptance notice will confirm their place on the program and provide details such as date and time or presentation, length of presentation, how to submit full papers for proceedings, etc. We will provide a template for you to use.  
The deadline for abstract submission is 28 February. Authors are notified in the automatic confirmation page that appears when they click "Submit" that they can expect to hear from their session chair by 14 March regarding acceptance status. You may review abstracts on whatever schedule is most efficient and convenient for you (e.g., as frequently as daily/weekly, or in a batch following the 28 February deadline). However, we suggest not waiting until 28 February for a number of reasons, including the fact that people are anxious to receive a response, often because they must have a reply before they can apply for funding or permission to attend the conference. Also, if you complete your reviews before 14 March and find that an abstract belongs somewhere else, it allows the other reviewer to complete the second review and respond to the author before the 14th.  

We recommend that you include the author's name and/or abstract number in the Subject field in any correspondence you send to authors. 

 

Please feel free to contact Charlotte Bingham, Wes Fisher, or Jennifer Howell if you have any questions about these instructions. If you have any technical problems, please let Jennifer know immediately. If you have any suggestions on how to improve the online reviews next year, please let Jennifer know at your convenience. 

 

* Charlotte Bingham, IAIA05 Program Chair (cbingham@worldbank.org) 

* Wes Fisher, IAIA05 Program Chair  (wfisher@tellus.org)

***********************************************************
Jennifer Howell
Publications/Meetings Liaison
International Association for Impact Assessment
1330 23rd Street South, Suite C
Fargo, ND  58103  USA
Phone +1.701.297.7913 • Fax +1.701.297.7917
jen@iaia.org • www.iaia.org
************************************************************

