

    
      
          
            
  
The Carpentries Handbook

The Carpentries [https://carpentries.org/] teaches foundational coding, and data science skills to researchers worldwide. Software Carpentry [https://software-carpentry.org/], Data Carpentry [https://datacarpentry.org/], and Library Carpentry [https://librarycarpentry.org/] workshops are based on our lessons. Workshop hosts, Instructors, and learners must be prepared to follow our Code of Conduct [https://docs.carpentries.org/topic_folders/policies/code-of-conduct.html].



	CODE OF CONDUCT
	The Carpentries Code of Conduct

	Code of Conduct Incident Response Guidelines

	Code of Conduct Incident Reporting Guidelines

	Code of Conduct Incident Response Procedure and Enforcement Guidelines

	Code of Conduct Termed Suspension Guidelines









Below are general resources of use to various segments of The Carpentries community.


General Resources


	ASSESSMENT
	Learner Assessment

	Programmatic Assessment

	Assessment Network





	COMMUNICATION
	The Carpentries Style Guide

	Getting your news out there

	Submitting blog posts

	Newsletter

	Slack and Mailing Lists

	Carpentries Commons

	Presentations

	Scheduling Online Community Events

	Etherpads

	Logos





	FOR INSTRUCTORS
	For Current Carpentries Instructors

	Become a Carpentries Instructor





	GOVERNANCE
	The Carpentries Bylaws

	Lesson Programs





	INSTRUCTOR DEVELOPMENT
	Instructor Development Committee

	Community Discussions

	Community Discussions Workflow

	Mentoring Groups

	Mentoring Groups Workflow





	INSTRUCTOR TRAINING
	For Trainers

	For Administrators

	For Member Organizations





	LESSON DEVELOPMENT
	Lesson Development Roles

	Bug BBQs

	Release Process and Schedule

	Lesson Release checklist

	Upcoming Lesson Releases

	Email Templates





	LESSON MAINTENANCE
	Maintainer Guidelines

	How to stay in touch

	How to handle issues

	How to get help

	How to suggest changes to the styling for all lessons

	Maintainer Onboarding

	How to label issues

	Email Templates

	Contributing to Carpentries lessons





	POLICIES
	The Carpentries Privacy Policy

	Instructor No-Show Policy

	The Carpentries Reimbursement Policy

	Carpentries Professional Development Policy





	REGIONAL COMMUNITIES
	Regional Coordinators

	Carpentries in Africa

	Carpentries-es

	Regional Mailing Lists





	TEACHING AND HOSTING
	Workshop checklists

	Tips For Instructors

	Teaching unofficial Carpentries workshops

	Workshop needs





	WORKSHOP ADMINISTRATION
	Role and Expectations

	Workshop Administration workflow

	AMY: the Carpentries’ internal database

	Setting up surveys using Survey Monkey

	Event registration using Eventbrite

	Email templates










About


	Why was this handbook created?

	Building this site
	Required dependencies

	Site structure

	Additional information





	License
	Documentation

	Software

	Trademark













          

      

      

    
 

  

  

    
      
          
            
  
CODE OF CONDUCT



	The Carpentries Code of Conduct
	Code of Conduct (Summary View)

	Code of Conduct (Detailed View)

	Update Logs

	About this document





	Code of Conduct Incident Response Guidelines
	Immediate Response

	Ongoing Incidents

	Checklists for Responding to an Incident





	Code of Conduct Incident Reporting Guidelines
	Reporting a Potential Code of Conduct Incident

	Alternative Contact Points

	Confidentiality

	Report Data

	Following Up with Reporter(s)





	Code of Conduct Incident Response Procedure and Enforcement Guidelines
	Terminology

	Incident Response Procedure for The Carpentries Code of Conduct Committee

	Report Acknowledgement

	Incident Response Assessment

	Following up with the Reportee

	Resolutions

	Appeal Process

	Accountability

	Conflicts of Interest





	Code of Conduct Termed Suspension Guidelines
	The Carpentries Termed Suspension Checklist

	Online Communication and Communities

	Teaching Workshops

	Organizing Workshops

	Instructor Training

	Trainer Training

	Member Organisation and Local Activities

	Lesson Development and Maintenance

	Executive Council

	Committees, Task Forces, and Other Interactions

	Other Interactions













          

      

      

    
 

  

  

    
      
          
            
  
The Carpentries Code of Conduct


Code of Conduct (Summary View)

Below is a summary of The Carpentries Code of Conduct. Continue reading for a more detailed description of the CoC.

For more information please review our:


	Incident Response Guidelines


	Incident Reporting Guidelines


	Incident Response Procedure


	Termed Suspension Guidelines




We are dedicated to providing a welcoming and supportive environment for all people, regardless of background or identity. By participating in this community, participants accept to abide by The Carpentries’ Code of Conduct and accept the procedures by which any Code of Conduct incidents are resolved. Any form or behaviour to exclude, intimidate, or cause discomfort is a violation of the Code of Conduct. In order to foster a positive and professional learning environment we encourage the following kinds of behaviours in all platforms and events:


	Use welcoming and inclusive language


	Be respectful of different viewpoints and experiences


	Gracefully accept constructive criticism


	Focus on what is best for the community


	Show courtesy and respect towards other community members




If you believe someone is violating the Code of Conduct, we ask that you report it to the Carpentries Code of Conduct Committee completing this form [https://goo.gl/forms/KoUfO53Za3apOuOK2], who will take the appropriate action to address the situation.




Code of Conduct (Detailed View)

Part 1. Introduction

The Carpentries is a community-led project. We value the involvement of everyone in the community. We are committed to creating a friendly and respectful place for learning, teaching and contributing. All participants in our events and communications are expected to show respect and courtesy to others.

To make clear what is expected, everyone participating in The Carpentries activities is required to conform to the Code of Conduct. This Code of Conduct applies to all spaces managed by The Carpentries including, but not limited to, workshops, email lists, and online forums such as GitHub, Slack and Twitter. Workshop hosts are expected to assist with the enforcement of the Code of Conduct.

The Carpentries Code of Conduct Committee [https://carpentries.org/coc-ctte/] is responsible for enforcing the Code of Conduct. It can be contacted by emailing coc@carpentries.org.
All reports will be reviewed by the Code of Conduct Committee and will be kept confidential.

Part 2. The Carpentries Code of Conduct

The Carpentries is dedicated to providing a welcoming and supportive environment for all people, regardless of background or identity. As such, we do not tolerate behaviour that is disrespectful to our teachers or learners or that excludes, intimidates, or causes discomfort to others. We do not tolerate discrimination or harassment based on characteristics that include, but are not limited to, gender identity and expression, sexual orientation, disability, physical appearance, body size, citizenship, nationality, ethnic or social origin, pregnancy, familial status, veteran status, genetic information, religion or belief (or lack thereof), membership of a national minority, property, age, education, socio-economic status, technical choices, and experience level.

Everyone who participates in Carpentries activities is required to conform to this Code of Conduct. It applies to all spaces managed by The Carpentries including, but not limited to, workshops, email lists, and online forums such as GitHub, Slack and Twitter. Workshop hosts are expected to assist with the enforcement of the Code of Conduct. By participating, participants indicate their acceptance of the procedures by which the Carpentries resolves any Code of Conduct incidents, which may include storage and processing of their personal information.

Part 2.1 Expected behaviour

All participants in our events and communications are expected to show respect and courtesy to others. All interactions should be professional regardless of platform: either online or in-person. In order to foster a positive and professional learning environment we encourage the following kinds of behaviours in all Carpentries events and platforms:


	Use welcoming and inclusive language


	Be respectful of different viewpoints and experiences


	Gracefully accept constructive criticism


	Focus on what is best for the community


	Show courtesy and respect towards other community members




Note: See the four social rules [https://www.recurse.com/manual#sub-sec-social-rules] for further recommendations.

Part 2.2 Unacceptable behaviour

Examples of unacceptable behaviour by participants at any Carpentries event/platform include:


	written or verbal comments which have the effect of excluding people on the basis of membership of any specific group


	causing someone to fear for their safety, such as through stalking, following, or intimidation


	violent threats or language directed against another person


	the display of sexual or violent images


	unwelcome sexual attention


	nonconsensual or unwelcome physical contact


	sustained disruption of talks, events or communications


	insults or put downs


	sexist, racist, homophobic, transphobic, ableist, or exclusionary jokes


	excessive swearing


	incitement to violence, suicide, or self-harm


	continuing to initiate interaction (including photography or recording) with someone after being asked to stop


	publication of private communication without consent




Part 2.3 Consequences of Unacceptable behaviour

Participants who are asked to stop any inappropriate behaviour are expected to comply immediately. This applies to any Carpentries events and platforms, either online or in-person. If a participant engages in behaviour that violates this code of conduct, the organizers may warn the offender, ask them to leave the event or platform (without refund), or engage the Carpentries Code of Conduct Committee to investigate the Code of Conduct violation and impose appropriate sanctions.




Update Logs


	2019-02-28 Added appeal process, procedure for following up with a reportee, terminology, CoC incident response procedure, termed supsension checklist, and expanded clauses for conflicts of interest.


	2018-09-11 Code of Conduct revised to provide straightforward examples of both beneficial and unwanted behaviour. Also includes changes regarding evaluating intent. Contributors: Ethan White, Kari L. Jordan, Karin Lagesen, Malvika Sharan, Samantha Ahern, and Simon Waldman.


	2018-09-11 Reporting guidelines revised to include alternate contact points. Contributors: Ethan White, Kari L. Jordan, Karin Lagesen, Malvika Sharan, Samantha Ahern, and Simon Waldman.


	2016-11-21 Code of Conduct, Reporting Guidelines and Enforcement Manual released. Documents were adapted from guidelines written by the Django Project [https://www.djangoproject.com/conduct/enforcement-manual/], which was itself based on the Ada Initiative [http://geekfeminism.wikia.com/wiki/Conference_anti-harassment/Responding_to_reports] template and the PyCon 2013 Procedure for Handling Harassment Incidents [https://us.pycon.org/2013/about/code-of-conduct/harassment-incidents/]. Contributors: Adam Obeng, Aleksandra Pawlik, Bill Mills, Carol Willing, Erin Becker, Hilmar Lapp, Kara Woo, Karin Lagesen, Pauline Barmby, Sheila Miguez, Simon Waldman, Tracy Teal.







About this document

This document is adapted from guidelines written by the Django Project [https://www.djangoproject.com/conduct/enforcement-manual/], which was itself based on the Ada Initiative [http://geekfeminism.wikia.com/wiki/Conference_anti-harassment/Responding_to_reports] template and the PyCon 2013 Procedure for Handling Harassment Incidents [https://us.pycon.org/2013/about/code-of-conduct/harassment-incidents/]. Contributors to this document: Adam Obeng, Aleksandra Pawlik, Bill Mills, Carol Willing, Erin Becker, Hilmar Lapp, Kara Woo, Karin Lagesen, Pauline Barmby, Sheila Miguez, Simon Waldman, Tracy Teal. Additional language was added by Otter Tech [https://otter.technology] from the PyCon U.S. 2018 Code of Conduct [https://us.pycon.org/2018/about/code-of-conduct/] (licensed CC BY 3.0 [http://creativecommons.org/licenses/by/3.0/])







          

      

      

    
 

  

  

    
      
          
            
  
Code of Conduct Incident Response Guidelines

Information on how to report a Code of Conduct (CoC) incident is outlined in our Code of Conduct Incident Reporting Guidelines.

The checklists below outline the steps any community member (workshop host, instructor [https://carpentries.org/instructors/], helper, etc.) can take during a potential Code of Conduct incident before reporting it to the Code of Conduct Committee. You may encounter challenging situations and have limited experience or training to feel comfortable enforcing the CoC. These guidelines are meant to help guide you through the process of supporting other community members and yourself during an incident.

All Carpentries community members should feel empowered to enforce the Code of Conduct.

Ideally, we would all be able to diffuse an incident. In practice, we have varying comfort with situations depending on our current experience and the environment. Below are ways that you can be supportive and steps that you can take during or after an incident.

If you can, move from being a bystander to being a Code of Conduct first responder. If you see something inappropriate happening, speak up. If you don’t feel comfortable intervening, but feel someone should, please submit a report in person to a workshop host or instructor or via the Code of Conduct incident report form [https://goo.gl/forms/KoUfO53Za3apOuOK2] to the Code of Conduct committee.


Immediate Response

The initial response to an incident is very important and will set the tone for The Carpentries community. Depending on the severity and/or details of the incident, an immediate response may be required. If an incident involves physical danger or involves a threat to anyone’s safety (e.g. threats of violence), any member of the community may – and should – act immediately to protect safety. This can include contacting emergency or crisis resources.




Ongoing Incidents

If an incident is ongoing, whether in-person or online, any community member (workshop host, instructor, helper) may act immediately and employ any of the tools available to the community member to pacify the situation. In situations where an individual community member acts immediately, they must inform the workshop host as soon as possible and report their actions to the Code of Conduct Committee for review within 24 hours of the incident. Should there be a need for an immediate response, please see the Immediate Response Checklist.




Checklists for Responding to an Incident

Immediate Response Checklist


	Assess whether you need a first-responder (law enforcement, etc.) to immediately respond to the incident. If so, ask the reporter to stay with you and dial the appropriate emergency response number.


	If there is any general threat to participants and/or the safety of anyone attending a Carpentries event, contact the emergency response number established.


	If individuals are physically safe, contact law enforcement or security only at the reporter’s request.


	Follow any local guidelines for handling incidents, including if you have a legal reporting role.




In-Person Event Checklist (Carpentries Workshops, CarpentryCon, CarpentryConnect, Carpentries Instructor Training)


	Ensure participants are safe.


	If not, refer to the Immediate Response Checklist.


	Listen to the reporter and write down as many details as possible.


	Ask the reporter to report the incident via the Code of Conduct Incident Report Form [https://goo.gl/forms/KoUfO53Za3apOuOK2]. If they would rather you complete the report, complete the report with their assistance.


	Inform the workshop host that there was an incident and that a report was submitted via the incident report form [https://goo.gl/forms/KoUfO53Za3apOuOK2]. If the incident involves the workshop host, report the incident directly to the Code of Conduct committee via the incident report form.




Online Events and Communications Channels Checklist (Teaching Demonstrations, Community Discussions, Carpentries Instructor Training, Slack Channels, TopicBox)


	Inform the event host/meeting facilitator that there was an issue and send a report via the incident report form [https://goo.gl/forms/KoUfO53Za3apOuOK2].


	If the incident involves the event host/meeting facilitator, please complete the incident report form [https://goo.gl/forms/KoUfO53Za3apOuOK2] and rest assured that confidentiality and your experience in our community is our first priority.




If a community member has violated the CoC via an online event, the CoC committee can enact a short-term Termed Suspension, and the reportee’s privileges to all Carpentries communication channels could be suspended until the Code of Conduct Committee has concluded their investigation of the reported incident.

Individuals reported often get upset, defensive, or deny the report. Allow them to give any additional details about the incident. However, remember:


	It does not matter if they did not intend to hurt anyone; their behaviour still impacted participants negatively.


	It is not your job to reassure or forgive them.


	Do not allow the reported person to make an apology to the reporter or impacted person. Often an apology centers the reported person’s feelings and not the person who was impacted. You may accept their apology and offer to pass it on, but you’re not required to if you think it would negatively impact the reporter.










          

      

      

    
 

  

  

    
      
          
            
  
Code of Conduct Incident Reporting Guidelines


Reporting a Potential Code of Conduct Incident

If you are attending a Carpentries workshop, in-person event, or participating in one of our online events or communication channels and believe someone is in physical danger, please ask your workshop host, instructor(s), or another community member  to contact the appropriate emergency responders (police, crisis hotline, etc.). Prior to a Carpentries workshop or in-person event, event organisers should determine emergency contact numbers and local procedures.

If you believe someone violated the Code of Conduct during a Carpentries event or in a Carpentries online space, we ask that you report it. If you are not sure if the incident happened in a Carpentries governed space, we ask that you still report the incident. You are encouraged to submit your report by completing the Code of Conduct Incident Report Form [https://goo.gl/forms/KoUfO53Za3apOuOK2]. The form may be completed anonymously, or you may include your contact information.

Submit a Code of Conduct Incident Report [https://goo.gl/forms/KoUfO53Za3apOuOK2]

The Code of Conduct Committee takes all incident reports seriously and will review all reports according to our Enforcement Guidelines.  A report guarantees review, but not necessarily that an action will be taken.




Alternative Contact Points

If you would prefer other ways to contact us, an email to coc@carpentries.org will be seen by all of the Code of Conduct committee [https://carpentries.org/coc-ctte]. If you are uncomfortable reporting to the Code of Conduct committee, incidents can also be reported to Cam Macdonell, the designated ombudsman for The Carpentries, at confidential@carpentries.org.

The Carpentries Executive Director (Tracy Teal) can also be contacted by telephone at +1-530-341-3230 or email at tkteal@carpentries.org.




Confidentiality

You are welcome to report an incident anonymously. If you would like someone to follow-up with you about the progress of your incident report however, you would need to provide contact information.

All reports will be kept confidential with details shared only with the Code of Conduct committee members. In the case that a CoC committee member is involved in a report, the member will be asked to recuse themselves from ongoing conversations, and they will not have access to reports after the enforcement decision has been made. Resolution action may also include removal of that member from the CoC committee.

In rare cases, the CoC committee may suspend a community member. In such cases, the Executive Council and Carpentries Staff will be informed in order to prevent future harm to the community, and the Carpentries Staff Immediate Response Checklist will be employed.

Some incidents happen in one-on-one interactions, and though details are anonymized, the reported person may be able to guess who made the report. If you have concerns about retaliation or your personal safety, please note those concerns in your report. You are still encouraged to report the incident so that we can support you while keeping our community members safe. In some cases, we can compile several anonymized reports into a pattern of behaviour, and take action on that pattern.

The Code of Conduct committee may determine that a public statement should be made about the incident and/or the action taken. If that is the case, the identities of all reporters and reportees will remain confidential unless those individuals instruct the CoC committee otherwise.




Report Data

Reports can be filed anonymously with minimal details. If you do not feel you can provide details, we would still like to be aware that an incident occurred. Our ability to act is impacted by the amount of information you can provide, however.

Information about an incident may be communicated to relevant Carpentries personnel in cases where a community member is suspended from engaging in the Carpentries community. In those cases, the Termed Suspension Checklist will be employed.




Following Up with Reporter(s)

Once a report is filed through the Code of Conduct Incident Report Form [https://goo.gl/forms/KoUfO53Za3apOuOK2] or other communication channels, the Code of Conduct committee will handle the review and follow up according to the procedures in the Enforcement Guidelines.







          

      

      

    
 

  

  

    
      
          
            
  
Code of Conduct Incident Response Procedure and Enforcement Guidelines

This document outlines the Incident Response Procedure and Enforcement Guidelines followed by The Carpentries Code of Conduct Committee (CoCc) once an incident report is received through the incident report form [https://goo.gl/forms/KoUfO53Za3apOuOK2] or other channels. These guidelines are used when the CoCc reviews and resolves incidents to ensure consistency, transparency, and fairness. The Carpentries has access to legal support through our fiscal sponsor, Community Initiatives [https://communityin.org/], should there be a need.

The CoC committee will attempt to ensure your safety and help with any immediate needs, particularly at in-person events. The incident reporter(s) will receive an email from the Code of Conduct committee acknowledging receipt of an incident report within 24 hours of the form submission, and we aim for the same response time through other channels.

If there is an ongoing incident or a threat to physical safety, the committee’s immediate priority will be to protect everyone involved. This means we may delay an “official” response until we believe that the situation has ended and that everyone is physically safe.

The committee will make all efforts to meet within two business days to review the incident and determine next steps. Once the committee has a complete account of the events, they will make a decision as to how to respond. Examples of possible incident responses are outlined in the Carpentries Enforcement Guidelines. The committee will respond within one week to the original reporter with either a resolution or an explanation of why the situation is not yet resolved.

Once the committee has determined its resolution, the original reporter will be contacted to let them know what action (if any) will be taken. The committee will take into account feedback from the reporter on the appropriateness of its response but may decide not to act on that feedback.

Finally, the Chair of the Code of Conduct Committee and Executive Council Liaison will write up a transparency report [https://github.com/carpentries/executive-council-info/blob/master/code-of-conduct-transparency-reports/] for incidents reported through the incident report form or other channels. Names of the reporter and any persons involved in the incident will not be included unless the resolution results in a termed suspension. The Executive Council may choose to make a public report of the incident while maintaining anonymity of those involved.


Terminology


	Reporter: Person reporting an incident.


	Reportee: Person being reported.


	Incident Response Group (IRG): Group of people who work on a specific incident. There will be a minimum of three people from the CoC committee on each IRG.


	Incident Response Lead (IRL): Person on the CoC committee heading the IRG. This person is appointed on a per-incident basis by the IRG.







Incident Response Procedure for The Carpentries Code of Conduct Committee

The following is a summary of the steps the Code of Conduct Committee takes when responding to an incident reported via the incident report form. More detailed information is also provided below the summary.


	If there is a need for an immediate response (physical danger, disruption in a workshop, ongoing online conversation) communicated through any channel, the CoCc can activate the Termed Suspension Checklist.


	For non-immediate responses submitted via the incident report form [https://goo.gl/forms/KoUfO53Za3apOuOK2], an auto-generated email is sent to the Code of Conduct committee that a report has been received.


	An auto-response is sent to the reporter acknowledging that the incident report was received via the secure form.


	The first person on the Code of Conduct committee to see the report reviews it and provides an initial response to the reporter within 24 hours of the report being submitted or immediately, if safety is an issue.


	This response will include a timeline of what to expect as the Code of Conduct committee works to provide a resolution.


	The first person on the Code of Conduct committee to see the report completes an incident data collection form [https://docs.google.com/document/d/1FKR30JXU4yE7gsJa6SDQqwhWd8rUYKehy6NyMwwx7Mw/edit?usp=sharing] to share with the CoC Committee.


	A minimum of three members of the Code of Conduct Committee (the Incident Response Group (IRG)) meet to discuss the incident. The incident report document is shared with the IRG prior to this meeting.


	An Incident Response Lead (IRL) is appointed by the IRG.


	The IRG determines if the incident occurred in a Carpentries space and is therefore appropriate to review.


	The IRG reviews all of the information included in the incident report and determines whether more information is needed. If so, that information is requested from the reporter.


	The IRL contacts the reportee(s) to set up a meeting, if necessary. At least two IRG members should be present at the meeting with the reportee(s).


	An optional meeting with the reporter takes place to obtain more information. At least two members of the IRG should be present at the meeting.


	After further collection and review of information, if needed, the IRG determines a resolution. Possible resolutions are located in this documentation and include, but are not limited to, a private reprimand, public reprimand, and termed suspension.


	The IRL updates the reporter and  solicits feedback on the resolution. Feedback may or may not be used to update the resolution.


	The IRL updates the reportee(s).


	The Staff Liaison determines whether the Termed Suspension Checklist should be employed or other actions taken.


	Essential personnel are notified to implement any actions. Report details remain confidential.


	Decisions and outcomes are logged on the private Code of Conduct Committee GitHub repository.


	The Chair of the Code of Conduct Committee and Executive Council Liaison write up a transparency report.







Report Acknowledgement

When a report is received, any one of the Code of Conduct committee members will reply to the reporter to confirm receipt. This reply will be sent within 24 hours of the incident being reported, and the CoCc will strive to respond much more quickly than that.

For details about what the incident report should contain, see the Incident Reporting Guidelines. If a report does not contain enough information, the committee will attempt to obtain all relevant information to resolve the incident. The committee is empowered to act on the behalf of The Carpentries in contacting any individuals involved, unless this is not requested by the reporter. Protecting the safety of the reporter is the priority in any incident report or review. The committee is also empowered to act if any of its members become aware of ongoing behaviour that, taken as a whole over a long time period, is inappropriate.




Incident Response Assessment

Upon receiving a report of an incident, at least three members of the CoCc will form the Incident Response Group (IRG). The IRG will meet to:


	Assign an Incident Response Lead (IRL).


	Review report documentation to determine the content and context of the incident.


	Consult documentation of past incidents for patterns of behaviour (if available and applicable).


	Discuss appropriate resolutions to the incident.


	Determine the follow up actions for the reportee, reporter and anyone else named in the report who may have been impacted.




The deliberations of the incident response assessment will be stored in the Code of Conduct Committe’s private GitHub repository.

The committee will aim to have a resolution agreed upon within one week of receipt of the incident response form. In the event that a resolution cannot be determined in that time, the IRL will respond to the reporter(s) with an update and projected timeline for resolution.




Following up with the Reportee

When following up with the reportee, the CoCc representatives will:


	Explain that an incident was reported that involves the reportee.


	In this explanation, the focus will be on the impact of their behaviour, not their intent.


	Reiterate the Code of Conduct and that their behaviour was deemed inappropriate.


	Provide concrete examples of how they can improve their behaviour.


	Give them the opportunity to state their view of the incident.


	Remind them of the consequences of their behaviour, or future consequences if the behaviour is repeated.


	Explain the possible resolutions that may be enforced should the CoCc determine there is a breach.







Resolutions

The committee must agree on a resolution by the majority of all members investigating the incident in question. If the committee cannot reach a majority decision and deadlocks for over one week, they will turn the matter over to the Executive Council for resolution.

What follows are examples of possible resolutions to an incident report. This list is not comprehensive, and The Carpentries Code of Conduct Committee reserves the right to take any action it deems necessary to resolve an incident. Possible resolutions to an incident include:


	Nothing, if the Code of Conduct committee determined there was no breach in the Code of Conduct.


	A private verbal reprimand from the committee to the individual(s) involved.


	This conversation may happen in person, over video conference call, or by phone.


	The IRL will write a short report of the conversation to be shared with the reportee for verification purposes and then shared with the CoCc and maintained on record in the private GitHub repository.


	A private emailed reprimand from the committee to the individual(s) involved.


	The IRL will deliver a reprimand to the individual(s) over email, cc’ing the Code of Conduct Committee.


	Requiring that the reportee avoid any interaction with, and physical proximity to, another person for the remainder of the Carpentries event.


	Refusal of alcoholic beverage purchases by the reportee at Carpentries events.


	Ending a talk that violates the Code of Conduct early.


	Not publishing the video or slides of a talk that violated the Code of Conduct.


	Not allowing a speaker who violated the Code of Conduct to give (further) talks at Carpentries workshops or events now or in the future.


	Requiring that the reportee not volunteer for future Carpentries events either indefinitely or for a certain time period determined by the CoCc.


	Requiring that the reportee refund any travel grant funding they received.


	Requiring that the reportee immediately leave an event and not return.


	Immediately ending any volunteer responsibilities and privileges the reportee holds.


	A public announcement of an incident, ideally in the same venue that the violation occurred (i.e. on the listserv for a listserv violation; GitHub for a GitHub violation, etc.).


	The CoCc may choose to publish this message elsewhere for posterity.


	An imposed suspension (i.e. asking someone to “take a week off” from a listserv or the Carpentries’ GitHub repos).


	The IRL will communicate this suspension to the reportee. They will be asked to take this suspension voluntarily, but if they do not agree, then a temporary ban may be imposed to enforce this suspension.


	A permanent or temporary ban from some or all Carpentries spaces (listservs, GitHub, in-person events including workshops, etc).


	The CoC committee will maintain records of all such bans so that they may be reviewed in the future, extended to new Carpentries communication forums, or otherwise maintained.


	Assistance to the complainant with a report to other bodies, for example, institutional offices or appropriate law enforcement agencies.




Once a resolution is agreed upon, but before it is enacted, the IRL will contact the reporter and any other affected parties to explain the proposed resolution. The IRL will ask if this resolution is acceptable and must note feedback for the record. However, the CoC committee is not required to act on this feedback.




Appeal Process

Any individual(s) involved in a Code of Conduct report handled by CoC committee (CoCc) has the right to appeal a decision made by the committee. An appeal can be made directly to the CoCc (email: coc@carpentries.org) or to the ombudsperson (email: confidential@carpentries.org) by sending an email with subject line Code of Conduct Incident Appeal.

The email should include documentation related to the incident to support the appeal. The said documentation may include, but does not have to be limited to:


	Information from the reportee justifying reasoning for the appeal.


	Letters of support from community members.


	Statements from other individuals involved in the incident to support the appeal.




Appeals can be requested up to 30 days after a resolution has been determined.




Accountability

The CoC committee will submit a report to The Carpentries Executive Council and the Carpentries Executive Director in the event of an ongoing resolution, such as a termed suspension or ban.

The CoC committee will never publicly discuss the details of an incident; any public statements will be made by The Carpentries Executive Council.

At the end of every quarter, the Executive Council will publish an aggregated count of the incidents the Code of Conduct Committee reviewed, indicating how many reports it received, how many incidents it investigated independently, how many times it acted unilaterally, and, for each of these, under which part of the Code of Conduct the incident was classified.




Conflicts of Interest

In the event of any conflict of interest (a committee member, their family member, or someone with whom the committee member has a close academic or employment relationship is involved in a complaint), the committee member must immediately notify the other members and recuse themselves if necessary.

In the case that a CoCc member is involved in a report, the member will be asked to recuse themselves from ongoing conversations, and they will not have access to reports after the enforcement decision has been made. Resolution action may also include removal of that member from the Code of Conduct committee.







          

      

      

    
 

  

  

    
      
          
            
  
Code of Conduct Termed Suspension Guidelines


The Carpentries Termed Suspension Checklist

As a part of their enforcement options, The Carpentries Code of Conduct (CoC) committee can place a community member in Termed Suspension, where the community member is removed from all Carpentries engagement for a period of time.

The goal of a Termed Suspension is to 1) limit a person’s participation in virtual and in-person Carpentries spaces for a set time to create a safe space for the community, and 2) to give time and opportunity for the individual to review their response to the incident and demonstrate immediate, ongoing, and demonstrable changes as evaluated by the CoC committee before possible reinstatement.

In most cases, a Termed Suspension will only be enacted after an incident has been reviewed by the CoC committee and a resolution is reached. However, in severe situations, in particular where there is active harassment, the CoC committee may enact an immediate short-term Termed Suspension while an incident is under review.

If there is a decision for a Termed Suspension, the following checklist is followed by the appropriate personnel to enact the Termed Suspension. In accordance with CoC confidentiality guidelines, only essential personnel will be involved in implementation of these actions.




Online Communication and Communities

Revoke access from the following communication channels and communities:


	Email lists on TopicBox [https://carpentries.topicbox.com/groups]


	Email lists on Google Groups inlcuding but not limited to:


	Library Carpentry Governance Group


	Library Carpentry Maintainer Onboarding


	Code of Conduct Committee


	Carpentries Mentoring Groups






	Twitter:


	@datacarpentry [https://twitter.com/datacarpentry]


	@swcarpentry [https://twitter.com/swcarpentry]


	@libcarpentry [https://twitter.com/libcarpentry]


	@thecarpentries [https://twitter.com/thecarpentries]






	Blogs


	Data Carpentry [https://datacarpentry.org/blog/]


	Software Carpentry [https://software-carpentry.org/blog/]


	Library Carpentry [https://librarycarpentry.org/blog/]


	The Carpentries [http://static.carpentries.org/blog/]






	GitHub (including but not limited to carpentries, datacarpentry, swcarpentry, librarycarpentry, data-lessons, carpentrieslab)


	Gitter - Library Carpentry Lobby


	Slack [https://swcarpentry.slack.com/messages]


	Facebook [https://www.facebook.com/carpentries/]


	LinkedIn Carpentries [https://www.linkedin.com/company/the-carpentries/about/] and LinkedIn Instructors [https://www.linkedin.com/groups/8279689/]




Additionally, the community member will not be allowed to attend community discussions.




Teaching Workshops

The suspended member will, for the duration of their suspension:


	Be asked not to sign up for workshops on the Instructor Spreadsheet.


	Not be able to participate as a helper at any workshops.


	Be removed from Eventbrite login access.


	Not be allowed to plan self-organized workshops.


	Not be allowed to request or host centrally coordinated workshops.


	Not be listed as an instructor on the “Instructors” webpage.


	Be removed from the instructors email list.







Organizing Workshops

If the suspended member is a Regional Coordinator or serves in another role whereby they organize workshops for The Carpentries, for the duration of their suspension they will not have access to:


	LastPass


	AMY


	Regional Email


	Asana


	HelpScout


	Zoom


	Regional Coordinators Slack Channel


	Regional Coordinators Email List







Instructor Training

The suspended member will, for the duration of their suspension, be removed from the “Our Trainers” web page. Additionally, the suspended member will not be allowed to:


	Teach Instructor Training or lead teaching demonstration sessions. The Deputy Director of Instructor Training (DDIT) will check the teaching demo Etherpad to ensure that the suspended member is not signed up to lead teaching demonstrations and will find a replacement Trainer as needed.


	Join Trainer meetings. The DDIT will check the meeting Etherpad, and if the suspended member is signed up to attend, will email them if needed to confirm they will not be in attendance.


	Post pull requests (PRs), issues, or comments to the Instructor Training GitHub repository. Write or administrative access to repositories will be removed for the duration of the suspension.


	Post to the Trainers Slack channel or mailing lists. The suspended member will be removed from these lists for the duration of their suspension.


	Participate in review of applications for open instructor training or Trainer training.
Participate as a learner in instructor training.







Trainer Training

The suspended member will not be allowed to participate in Trainer Training (if they are currently enrolled) and will not be accepted for Trainer Training (if they apply during the suspension period). Additionally, they will not be allowed to shadow a current Carpentries Trainer. They may apply or reapply for future rounds of Trainer Training.




Member Organisation and Local Activities

The suspended member shall not be involved in officially branded Carpentries workshops or activities at the member or local site for the duration of the suspension. We expect the suspended member to assert that they will be able to carry out this suspension accordingly and to notify the CoC committee if this suspension will interfere with their expected employment duties.

If the suspension does affect employment duties or the suspended member is the key contact for a member site, the member will work with The Carpentries Executive Director to determine a course of action.




Lesson Development and Maintenance

The suspended member will not be allowed to post PRs, issues, or comments to any repository in the carpentries, including but not limited to datacarpentry, swcarpentry, library carpentry, data-lessons, and carpentrieslab organisations. Administrative or write privileges to repositories in these organisations will be removed for the duration of the suspension.

If the suspended member is a Maintainer, their name will be removed from the lessons page and they will not appear on the Maintainers page for the duration of their suspension.




Executive Council

If the suspended member is a member of the Executive Council, they will not participate in Executive Council responsibilities and will be removed from the Executive Council repositories and list of Executive Council members on the website for the duration of their suspension. The Executive Council will review the CoC incident to determine if a suspension will affect their long term position on the Executive Council.




Committees, Task Forces, and Other Interactions

Involvement in all committees, communities, and task forces (African Task Force, Carpentries en LatinoAmérica, etc.) will be suspended.




Other Interactions


	The suspended members ability to sign in to AMY to manage their own profile or other tasks will be revoked for the duration of their suspension.










          

      

      

    
 

  

  

    
      
          
            
  
ASSESSMENT



	Learner Assessment

	Programmatic Assessment

	Assessment Network
	About

	What We Do

	Get Involved













          

      

      

    
 

  

  

    
      
          
            
  
Learner Assessment

Assessment plays a key role in ensuring the success, longevity, and evolution of the Carpentries workshops. The primary goal of our assessment efforts is to evaluate the impact we are having teaching data skills throughout our global community. Our assessment efforts are meant to guide the development, implementation, and instruction of our workshops. We are committed to providing directed feedback to our community regarding our assessment targets and using information collected from assessment to improve how we teach data skills and build learning communities.

Our assessment tools will cover content knowledge, self-efficacy, and metacognitive strategies. Additionally, evaluation will occur at the end of each workshop and 6 months after a workshop with data releases published bi-annually, and an annual review of our impact will be published on our website [https://carpentries.org/assessment/].  Source code, data, and additional information are also available in this GitHub repository [https://github.com/carpentries/assessment].

We are committed to supporting our learners, accommodating their differences, and encouraging them to grow individually and become part of our community of practice. We also encourage them to understand, reflect upon, and monitor their own learning.

We assess our learners by measuring changes in their attitudes, motivation, and self-efficacy. Our pre-workshop survey includes questions about learners’ attitudes about the content covered in their workshop, and their objectives (i.e. what they hope to learn).

We also ask questions to measure learners’ mindset (growth vs. fixed). Our objective is to measure their confidence in their ability to learn, not necessarily execute specific tasks.

Additionally, we measure learners’ perception of skill growth and whether or not they plan to recommend our workshops to colleagues.

Our pre- and post-workshop surveys can be previewed here:


	Software Carpentry pre-workshop survey [https://www.surveymonkey.com/r/Preview/?sm=V6gQbbOKn3NoPKfYKHjAKu_2BBCdtXXsTS2pf1BIdARccEtJQqlu1KFB2j2TcF0MCn]


	Software Carpentry post-workshop survey [https://www.surveymonkey.com/r/Preview/?sm=uN5QPa4MbF1_2BB1plbLWnL1ZUc7Nttqici0Nc0e3G4RahMwwGW5NUp4U5PKQDYmky]


	Data Carpentry pre-workshop survey [https://www.surveymonkey.com/r/Preview/?sm=zdE7x498WxTrpyiD6WEQJaspyjn2T7djLpBg2pc36ylXiMCwflbQtv6puqE01NB4]


	Data Carpentry post-workshop survey [https://www.surveymonkey.com/r/Preview/?sm=Mrj4bb21g1tgjNuilRh0cOT5mrUI7P2KQPzKG6FqkomqgWhHqR_2BsNWTJLHGif1VF]


	Library Carpentry pre-workshop survey [https://www.surveymonkey.com/r/Preview/?sm=8nI_2B0DOHLP4jHhTsSCOYU9TSqrZDqKTG_2Bn1_2FhGgs9YI3kytep_2FN1pWBK4XdrYKMR]


	Library Carpentry post-workshop survey [https://www.surveymonkey.com/r/Preview/?sm=Tv4sTDYjGsYVjZR5zHb9_2BtDV1DPSY42j3dKbSAKU5ET9I40TLpByeEnTIiSf8eNK]


	Carpentries Long Term Impact Survey [https://www.surveymonkey.com/r/Preview/?sm=LksuekfCD3hzLW6lPkx9qhkRF5nDt8uGWpN7lq2Mx0Dqw1Zriv3qYFpu3XtR46ei]







Programmatic Assessment

In May 2018, we began regularly publishing programmatic assesssment reports. These reports provide overviews of our workshop and instructor activities.  More information including published reports can be found on our website [https://carpentries.org/assessment/].





          

      

      

    
 

  

  

    
      
          
            
  
Assessment Network


About

The Assessment Network was established in October 2016 as a space for those working on assessment within the open source/research computing space to collaborate and share resources.




What We Do

The Assessment Network meets quarterly to discuss best-practices and projects around assessing outcomes in scientific computing. For past meeting information, check out the minutes [https://github.com/carpentries/assessment/tree/master/assessment-network/minutes] in the Assessment Network repo [https://github.com/carpentries/assessment/tree/master/assessment-network].




Get Involved

To join the Assessment Network, email Kari Jordan at kariljordan@carpentries.org.
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The Carpentries Style Guide

This guide aims to provide a standard reference point when questions arise about style for The Carpentries - how we would prefer people to reference us, how best to render dates and times for a global community, when to use what capitalisation, and other questions of style.

We will adhere to a similar style  on our website and in other material we make widely available such as blog posts, but not necessarily in lessons. To ensure that the style guide is as widely applicable as possible, UK English spellings and usage will be used in favour of American spelling.

The guide is a work in progress and additions are welcome. This version, compiled by Belinda Weaver [https://www.twitter.com/cloudaus], is a first draft.

Please note, as outlined in section C: The Carpentries, while sounding plural, is a singular entity. Therefore, when referring to The Carpentries, verbs should also be singular, e.g., ‘The Carpentries is …’. The full and correct title for the merged organization is The Carpentries. However, terminology such as ‘A Carpentries workshop …’ is acceptable.




A


abbreviations and acronyms

Generally use all capitals for initialisms, e.g., NSF, CEO, BIDS. When writing about an organisation or event within text, provide the acronym in brackets on first use, and use the acronym to refer to the organisation or event from then on. For example, ‘She was the chair of the National Science Foundation (NSF) … The NSF … ’

If an organisation is mentioned only once within a piece of text, say, in a blog post, it is not necessary to provide its acronym. Do not use acronyms without spelling these out first as country-specific acronym may be unfamiliar to members of our community.




accents

Use on non-English words when known. People’s names, in whatever language, should also be given appropriate accents where known, e.g., ‘Arsène Lupin was a jewel thief who never got to Bogotá or Angoulême.’




adverbs

Hyphens are not needed after adverbs ending in -ly, e.g. a hotly argued topic, a constantly evolving career, a recently published program, etc. Hyphens are needed with short and common adverbs, e.g., ever-faithful follower, ill-written script, much-quoted speech.




ampersand

In text and blog posts, use the ampersand in organisations’ names when the organisation does so, e.g., P&O, AT&T.




apostrophes

Indicates either a missing letter or letters (can’t, we’d, hadn’t) or a possessive (Siobhan’s script). The correct use of the apostrophe is important, as a misplacement or omission can alter a sentence’s meaning. Apostrophes are not needed in dates. Preferred form is 1990s, not 1990’s; the 70s, not the 70’s.








B


bullet points

Should ideally include a full stop after each one if it is not just a list of terms, i.e: 
  
    
    Getting your news out there
    

    
 
  

    
      
          
            
  
Getting your news out there

The Carpentries have a number of mechanisms for pushing out news. These include:


	Our newsletter, Carpentry Clippings [https://carpentries.org/newsletter/], which appears every two weeks.


	Our Facebook page [https://www.facebook.com/carpentries], which community members are welcome to follow and comment on.


	Twitter feeds for The Carpentries [https://twitter.com/thecarpentries], Software Carpentry [https://twitter.com/swcarpentry], Data Carpentry [https://twitter.com/datacarpentry], and Library Carpentry [https://twitter.com/libcarpentry].




If you would like us to post an event, a job vacancy or a new publication of interest to the community in our newsletter, on Twitter, or on Facebook, email team@carpentries.org with For Newsletter, For Twitter, or For Facebook as the subject line.
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Submitting blog posts

The Carpentries welcomes blog posts from our community members including workshop host sites, instructors, learners, and more.


How to Contribute a Blog Post to The Carpentries blog


	If you wish to contribute a blog post,
please work in https://github.com/carpentries/carpentries.org,
which can be viewed at https://carpentries.org/blog/.


	Posts go in the _posts folder.


	Posts need to be created in Markdown [https://guides.github.com/features/mastering-markdown/] and named
according to this convention:

YYYY-MM-DD-filename.md

e.g.

2018-04-29-book-review-teaching.md



	In order to render correctly, posts need to have a header block, which should be created like this example [https://github.com/carpentries/carpentries.org/blob/gh-pages/_posts/2018/04/2018-04-25-website-launch], e.g.

---
layout: page
authors: ["Tracy Teal", "Belinda Weaver"]
teaser: "New website for access to all things Carpentries"
title: "Launching The Carpentries Website"
date: 2018-04-25
time: "09:00:00"
tags: ["Website", "Communications"]
---





Separate the header block from the post text by inserting a new line.



	All fields should be filled in. If there is more than one author, separate the author names like this: ["Name 1", "Name 2"].


	Images should be uploaded to the images folder. Images should be linked using Markdown, and paths to the image should be relative.

Example:

![Image Description]({{ site.filesurl }}/images/myimage.jpg)





A web link should be used for images hosted elsewhere. Please be sure you have rights to use this image before including it.

Example:

![Image Description](https://web_address/pathway_to_full_image_filename)





If you are not sure how to add images in Markdown format, look at an existing post with a locally hosted image [https://github.com/datacarpentry/datacarpentry.github.io/blob/master/_posts/2017-12-19-frb_carpentry] and copy the formatting from there.



	Once you have previewed your file, commit the Markdown file to your fork and start a Pull Request. We automatically run tests using TravisCI [https://travis-ci.org/] on your Pull Requests. Please review your pull request a few minutes after you’ve submitted it to make sure those tests have passed. These tests look for valid YAML headers and make sure that the post will build properly. Once tests have passed, Carpentries staff will review and merge your Pull Request or reach out to you with more questions.





Alternative Ways to Post

If you are new to GitHub and want to submit a blog post without using this workflow, you can submit it through this form [https://carpentries.typeform.com/to/BK55ld] and we will post it to the blog for you.

If you wish to submit a blog post about a favourite tool or research workflow, you can submit the post through this form [https://docs.google.com/forms/d/e/1FAIpQLSeiu5NzJsLxYueaQrNn_qKbaa5JR2Sz12CeCRyedKQxwb54Dw/viewform] and we will post it on the blog for you.






How to Contribute a Blog Post to Data Carpentry


	If you wish to contribute a blog post,
please work in https://github.com/datacarpentry/datacarpentry.github.io,
which can be viewed at http://www.datacarpentry.org/blog/.


	Posts go in the _posts folder.


	Posts need to be created in Markdown [https://guides.github.com/features/mastering-markdown/] and named
according to this convention:

YYYY-MM-DD-filename.md

e.g.

2017-07-10-assess_report.md



	In order to render correctly, posts need to have a header block, which should be created like this example [https://github.com/datacarpentry/datacarpentry.github.io/blob/master/_posts/2015-01-23-genomics-hackathon], e.g.

---
layout: post
subheadline: "Lessons"
title: Data Carpentry Genomics and Asssessment Hackathon
teaser: "Announcing a Data Carpentry Genomics and Assessment Hackathon"
header:
   image_fullwidth: "light-blue-wood-texture.jpg"
categories:
   - blog
comments: true
show_meta: true
authors: ["Tracy Teal", "Belinda Weaver"]
---





Separate the header block from the post text by inserting a new line.



	Subheadline is an optional field, as is teaser, but the other fields should be filled in. If there is more than one author, separate the author names like this: ["Name 1", "Name 2"].


	Images should be uploaded to the images folder. Images should be linked using Markdown, and paths to the image should be relative.

Example:

![Image Description]({{ site.filesurl }}/images/myimage.jpg)





A web link should be used for images hosted elsewhere. Please be sure you have rights to use this image before including it.

Example:

![Image Description](https://web_address/pathway_to_full_image_filename)





If you are not sure how to add images in Markdown format, look at an existing post with a locally hosted image [https://github.com/datacarpentry/datacarpentry.github.io/blob/master/_posts/2017-12-19-frb_carpentry] and copy the formatting from there.



	Once you have previewed your file, commit the Markdown file to your fork and start a Pull Request. We automatically run tests using TravisCI [https://travis-ci.org/] on your Pull Requests. Please review your pull request a few minutes after you’ve submitted it to make sure those tests have passed. These tests look for valid YAML headers and make sure that the post will build properly. Once tests have passed, Carpentries staff will review and merge your Pull Request or reach out to you with more questions.





Alternative Ways to Post

If you are new to GitHub and want to submit a blog post without using this workflow, you can submit it through this form [https://carpentries.typeform.com/to/BK55ld] and we will post it to the blog for you.

If you wish to submit a blog post about a favourite tool or research workflow, you can submit the post through this form [https://docs.google.com/forms/d/e/1FAIpQLSeiu5NzJsLxYueaQrNn_qKbaa5JR2Sz12CeCRyedKQxwb54Dw/viewform] and we will post it on the blog for you.






How to Contribute a Blog Post to Library Carpentry


	If you wish to contribute a blog post,
please work in https://github.com/LibraryCarpentry/librarycarpentry.github.io,
which can be viewed at https://librarycarpentry.org.


	Posts go in the _posts folder.


	Posts need to be created in Markdown [https://guides.github.com/features/mastering-markdown/] and named
according to this convention:

YYYY-MM-DD-filename.md

e.g.

2018-09-12-data-in-the-desert.md



	In order to render correctly, posts need to have a header block, which should be created like this example [https://github.com/LibraryCarpentry/librarycarpentry.github.io/blob/master/_posts/2018/09/2018-09-12-data-in-the-desert], e.g.

---
layout: page
authors: ["Tracy Teal", "Belinda Weaver"]
title: "Data in the desert"
teaser: "Library Carpentry workshop at the University of Arizona"
date: 2018-09-12
tags: ["University of Arizona", "Library Carpentry", "The Carpentries", "Workshop"]
category: ["blog"]
---





Separate the header block from the post text by inserting a new line.



	All fields should be filled in. If there is more than one author, separate the author names like this: ["Name 1", "Name 2"].


	Images should be uploaded to the images folder. Images should be linked using Markdown, and paths to the image should be relative.

Example:

![Image Description]({{ site.filesurl }}/images/myimage.jpg)





A web link should be used for images hosted elsewhere. Please be sure you have rights to use this image before including it.

Example:

![Image Description](https://web_address/pathway_to_full_image_filename)





If you are not sure how to add images in Markdown format, look at an existing post with a locally hosted image [https://github.com/LibraryCarpentry/librarycarpentry.github.io/blob/master/_posts/2018/09/2018-09-12-data-in-the-desert] and copy the formatting from there.



	Once you have previewed your file, commit the Markdown file to your fork and start a Pull Request. We automatically run tests using TravisCI [https://travis-ci.org/] on your Pull Requests. Please review your pull request a few minutes after you’ve submitted it to make sure those tests have passed. These tests look for valid YAML headers and make sure that the post will build properly. Once tests have passed, Carpentries staff will review and merge your Pull Request or reach out to you with more questions.





Alternative Ways to Post

If you are new to GitHub and want to submit a blog post without using this workflow, you can submit it through this form [https://goo.gl/forms/xXDUwhq0rPY0jC5r2] and we will post it to the blog for you.






How to Contribute a Blog Post to Software Carpentry


	If you wish to contribute a blog post,
please work in https://github.com/swcarpentry/website,
which can be viewed at https://software-carpentry.org/blog.


	Posts go in the _posts folder, which is divided up first by year,  e.g. 2017, and then by month, e.g. 07. Be sure to start creating your file in the correct folder.


	Posts need to be created in Markdown [https://guides.github.com/features/mastering-markdown/] and named according to this convention:

YYYY-MM-DD-filename.md

e.g.

2017-07-10-assess_report.md



	In order to render correctly, posts need to have a header block, which should be created like this example [https://github.com/swcarpentry/website/blob/gh-pages/_posts/2017/06/2017-06-19-mqu-ttt], e.g.

---
layout: post
subheadline: "Assessment"
title: "Analysis of Software Carpentry Workshop Impact"
date: 2017-07-10
time: "08:00:00"
authors: ["Tracy Teal", "Belinda Weaver"]
category: ["surveys", "workshops", "impact", "assessment"]
---





Separate the header block from the post proper by a new line.



	Subheadline is an optional field, as is time, but the other fields should be filled in. If there is more than one author, separate the author names like this: ["Name 1", "Name 2"]. Separate any categories the same way.


	Images should be uploaded to the appropriate year in the files/<year>/<month> folder. Images should be linked using Markdown, and paths to the image should be relative.

Example:

![Image Description]({{ site.filesurl }}/2017/07/myimage.jpg)





A web link should be used for images hosted elsewhere. Please be sure you have rights to use this image before including it.

Example:

![Image Description](https://web_address/pathway_to_full_image_filename)





If you are not sure how to add images in Markdown format, look at an existing post with a locally hosted image [https://github.com/swcarpentry/website/blob/gh-pages/_posts/2017/06/2017-06-19-mqu-ttt] or one with a web link [https://github.com/swcarpentry/website/blob/gh-pages/_posts/2017/07/2017-07-10-assess_report] and copy the formatting from there.



	Once you have previewed your file, commit the Markdown file to your fork and start a Pull Request. We automatically run tests using TravisCI [https://travis-ci.org/] on your Pull Requests. Please review your pull request a few minutes after you’ve submitted it to make sure those tests have passed. These tests look for valid YAML headers and make sure that the post will build properly.





Alternative Ways to Post

If you are new to GitHub and want to submit a general blog post without using this workflow, you can submit it through this form [https://carpentries.typeform.com/to/BK55ld] and we will post it to the blog for you.

If you wish to submit a blog post specifically about a favourite tool or research workflow, you can submit the post through this form [https://docs.google.com/forms/d/e/1FAIpQLSeiu5NzJsLxYueaQrNn_qKbaa5JR2Sz12CeCRyedKQxwb54Dw/viewform] and we will post it on the blog for you.






Troubleshooting

The most likely reason posts fail to build is because of ‘rogue’ characters in the YAML header. Rogue characters generally occur because material has been pasted in directly from programs like Word or Google documents. The most common rogue characters that cause issues are smart quotes (curly quote marks as opposed to plain ones), but others might be em or en dashes, mathematical or other symbols, or other characters that cannot be rendered in plain text by typing on a keyboard. Replace smart quotes with plain quote marks and smart em or en dashes with plain hyphens to avert any problems.
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Newsletter

Our newsletter, Carpentry Clippings [https://carpentries.org/newsletter/], appears every two weeks.


Newsletter content


	Highlights from the Carpentries Community Calendar: Includes items from The Carpentries calendar, such as upcoming events.


	Community News: A place to report on all kinds of things - events, workshop or conference reports, awards, lesson releases, new reports …


	Committee and Task Force Activity: Includes announcements directly from task force and committee chairs and summaries from meeting notes.


	What you may have missed on the blog and mailing lists: Includes highlights of key conversations on the Discuss email list, other lists or things on the blog that need further highlighting.


	Tweet of the Week: One noteworthy tweet is chosen and a screen captured image is included.


	Optional: Papers & manuscripts for and from the community: Includes announcements that were made on the Discuss email list, Twitter, or other media.


	Optional: Offcuts: Includes other unusual news that may be of interest.


	Optional: Joinery: Includes other ways to get involved in the Carpentries community and ways the Carpentries community is involved in other conferences, etc.


	Optional: Toolshed (Posts from our Past): A place to highlight handy posts from the blog or discussion list archives that might still be relevant to postings to lists and other issues.


	Community Job postings: Includes information that has come through on the Discuss email list, Twitter, and other media.


	Other places to connect: This section is standardized for all newsletter issues.







Submitting newsletter content

Carpentries staff manage newsletter content through this private Asana project [https://app.asana.com/0/1111365359623439/1111365359623465].  Submissions from community members are welcome by emailing newsletter@carpentries.org.




Publishing the newsletter

This information is intended for staff or community members who have taken on the responsibility of publishing the newsletter.

Each newsletter is a campaign on MailChimp.

To create a new newsletter, log in to MailChimp and click on Campaigns.  Make a copy of the latest newsletter and rename the copy to reflect the current date (e.g. Carpentry Clippings, 27 March, 2018.).

Check the To field is correctly set as going to x number of newsletter subscribers.

Check the From field is correctly set as coming from The Carpentries.

Make sure the date in the Subject line is changed to the new newsletter date.

Select Edit design to add newsletter content. When the newsletter opens, click the pencil icon in the newsletter on the left to open the newsletter for editing. (Editing is all done within the right pane; the left pane renders the public view as you edit.)

Remove the old content and paste in the new, leaving the headings so that the formatting for them is not disturbed.

Be sure to update the date at the top of the email as well.

Highlight each paragraph and click Clear styles if anything you are copying in appears in bold when you don’t want it to.

Add images by clicking on the Image icon in the edit window.  All images must be no more than 550px wide to render properly. These can be resized within MailChimp by working with the image styling and location.

Go to Preview and Test to preview the newsletter before sending it out. This includes a desktop and mobile version preview.  Send a test email to yourself to preview it in your email client.

Save and Close and schedule the newsletter to be sent.  This should be set for Wednesday at 9 am Eastern time. Be sure it is set for AM, not PM. A confirmation message saying “Rock On! Your campaign has been scheduled” will be displayed, and a link to a published view of the newsletter will be displayed. Paste this link into the staff channel so staff have a chance to review the newsletter before it goes out.

The newsletter will now be locked. If any changes need to be made after ther newsletter has been scheduled, you will need to pause the campaign, make changes, and restart the campaign.

After a campaign has been paused and then restarted, it is important to doublecheck that the date and time for sending out the newsletter is still correctly set as this will often default to the current time, rather than the original scheduled time.

As soon as the newsletter has been sent out, move it to the Carpentry Clippings folder. This adds it to the searchable online archive [https://carpentries.org/newsletter/] findable through our website. To move it, check the box next to the newsletter and select the Carpentry Clippings folder when the Move to option appears.




Tips and Tricks

The Mailchimp editor is not entirely user-friendly.  Formatting changes may appear in the edit window but not in the preview document. The easiest workaround for this is to:


	Copy and paste text in the Mailchimp editor.


	Select all text in the Mailchimp editor and click Clear Styles.


	Select all text and set font to Arial 12 point.


	Select the title (“Carpentries Clippings, ”) and set font to 18 pt bold.
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Slack and Mailing Lists

There are many ways in which you can join our conversations:


	The Discuss email list [http://carpentries.topicbox.com/groups/discuss], which community members are welcome to join and post to.


	Our other email lists [https://carpentries.org/community/#mailing-lists] are a combination of regional and topic-specific lists.


	Our Slack channel [https://swcarpentry.slack.com/], which community members are welcome to join [https://swc-slack-invite.herokuapp.com/].  Click on “Channels” in the left panel to view all existing channels.
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Carpentries Commons

The Carpentries Commons [https://github.com/carpentries/commons] GitHub repository is a place for open sharing of reusable material, such as text for grants, wording for job or tenure applications, slide decks for conferences, workshop descriptions, promotional copy, and so on.

Carpentries staff will have write access to add, edit and upload material here. Other members of