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Rules for the operation of QKD ISG   [TWP section 3]

This is a consolidated set of rules for the operation of the ETSI Industry Specification Group (ISG) on Quantum Quantum Key Distribution (QKD). It is derived from the ETSI Directives, as modified by the QKD ISG Agreement. These rules should be updated to take account of any changes in the ETSI Directives and changes to the QKD ISG Agreement. In case of conflict with the ETSI Directives, the ETSI Directives shall take precedence.

1
Appointment of Officials (TWP 3.3)
1.1
Appointment of Chairmen (TWP 3.3.1)
The Industry Specification Group Chairman shall be appointed by the Industry Specification Group for a period of one year. After each period he may be re-appointed. The appointment shall be confirmed by the Director-General.

When justified, the Director-General may ask the Industry Specification Group Chairman to step down from his position of office.

If more than one candidate exists for the position of Industry Specification Group Chairman and the Industry Specification Group is unable to decide on one candidate using simple majority secret balloting the matter shall be referred to the Director-General for resolution.

1.2
Appointment of Vice Chairmen and Working Group Chairmen (TWP 3.3.2)
The Industry Specification Group may appoint Vice-Chairmen and Working Group Chairmen for a period of one year, using simple majority secret balloting. After each period they may be re-appointed.

1.3
Responsibilities of Chairmen (TWP 3.3.3)
The Industry Specification Group Chairman is responsible for the overall management of the work programme and the efficient working of the Industry Specification Group and its Working Groups. The Chairman has an overall responsibility to ensure that the activities of his Industry Specification Group follow the appropriate ETSI policies and procedures.

The Chairman may nominate officials to assist in the work.

At the request of the General Assembly, the Chairman is responsible for reporting to the General Assembly on the activities of the Industry Specification Group.

In performing these tasks he shall maintain strict impartiality and act in the interest of ETSI and its members.

2
Participation in the work of an Industry Specification Group (TWP 3.4)
Participation in the work of an Industry Specification Group will be subject to signature of the "QKD Industry Specification Membership Agreement". This "agreement" includes the specific operational issues related to the group such as the distribution of costs among the group members for additional support activities, etc.  The "agreement" is binding on all members of the group and includes the obligation for group members to abide by the ETSI IPR Policy and to treat any specifications produced by the group as for Technical Specifications under the IPR Policy.

Full and Associate members of ETSI who have signed the QKD Industry Specification Membership agreement have the right to attend meetings of that Industry Specification Group and to participate in the work with the right to vote.

Counsellors of ETSI may attend meetings of the Industry Specification Group and participate in the work without the right to vote.

ETSI Members in the Observers category do not have the right to attend the meetings of the Industry Specification Group or to participate in the work of the Industry Specification Group.

On an exceptional and temporary basis, Observers and non-members which have applied to attend Industry Specification Group meetings, may be invited or authorized by the Chairman to attend meetings of the Industry Specification Group, provided that the presence of this Observer or non-member is justified by a legitimate interest with regard to the work currently in progress. The authorization or refusal of the Chairman shall be made to such an applicant in writing and shall contain appropriate justification of the Chairman's decision. The Industry Specification Group Chairman shall notify the ETSI Director-General of the decision. Observers or non-members authorized to attend Industry Specification Group meetings may participate without the right to vote but shall pay a "per meeting fee" of 700.- euros per meeting per person, as specified in the ISG Participant Agreement.
The Director‑General may authorize the provisional participation of applicants for full or associate ETSI membership within the Industry Specification Group before the application for membership is formally approved by the General Assembly.
Further to the conditions as described in clause 3.4 of the ETSI Technical Working Procedures. and the signing of the QKD ISG Participant Agreement, the  Participant Agreement will be terminated if the participant has not participated in 2 successive meetings. A revocation notice under 9 (c) of the ISG Participant Agreement is sent to the participant following the opening of the third meeting at which the participant has not participated.
Remote participation in Industry Specification Group meetings (e.g. audio conference, webcast, etc.) should be permitted whenever technically possible. Such participation should, at least, be on the basis of complete agenda items and not misused to influence the outcome of votes where the remote participant has not been involved in the preceding discussions.

3
IPR Rules

All Industry Specification Group members shall abide by the ETSI IPR Policy. Any specifications developed by the Industry Specification Group shall be treated as for Technical Specifications under the ETSI IPR Policy.

4
Convening an Industry Specification Group meeting (TWP 3.5)
The rules for convening meetings shall follow the same principles as those laid down in clause 1.5 for Technical Bodies.
4.1
Invitation to an Industry Specification Group meeting (TWP 1.5.1)
The invitation to an Industry Specification Group meeting and the necessary logistical information shall be disseminated by the hosting organization at least 30 days before the meeting to all on the Industry Specification Group membership list (see clause 1.5.5).

The first meeting of a new Industry Specification Group will be announced in a Collective Letter, with at least 30 days notice, by the ETSI Secretariat.

4.2
Agenda for an Industry Specification Group meeting (TWP 1.5.2)
The draft agenda shall be disseminated by the responsible Chairman to all on the Industry Specification Group membership list at least 30 days before a meeting. The draft agenda shall include details of draft ETSI deliverables for approval and officials for appointment. Any other subject matters where voting may be required shall also be included and indicated in the draft agenda.

The draft agenda for the first meeting of a new Industry Specification Group will be announced in a Collective Letter, with at least 30 days notice, by the ETSI Secretariat.

4.3
Documentation for an Industry Specification Group meeting (TWP 1.5.3)
Documents shall be numbered as shown in the following example:

ETSI/TB(nn)x (e.g. ETSI/QKD01(07)01)
This numbering system has four logical elements:

1)
ETSI:
to indicate that it is an ETSI document;

2)
/TB:
the name of the Technical Body or Working Group;

3)
(nn):
to indicate the year, e.g. (98);

4)
x:
to indicate any additional information concerning the unique number of the document or its status, etc.

The fourth item (x) can be used in any way that an individual Industry Specification Group sees fit.

4.4
Registration for an Industry Specification Group meeting (TWP 1.5.4)
Every Attendee shall register on arrival at each meeting. Each Attendee who represents an ETSI full or associate member shall declare the precise name of that member. An Attendee may only represent one ETSI full member or one ETSI associate member.

4.5
Maintaining an Industry Specification Group membership list (TWP 1.5.5)
The Industry Specification Group shall maintain a membership list within an email exploder list established specifically for that purpose. Any individual may join this email exploder list if he/she is a representative of an ETSI member that has signed the "QKD Industry Specification Group agreement" and has an ETSI server user account, and those who join this email exploder list will be considered as being on the Industry Specification Group membership list. Failure to reconfirm the intention to remain on the email exploder list at regular intervals (lists are normally reviewed every six months) will result in removal from this email exploder list and thus from the Industry Specification Group membership list.

The Industry Specification Group membership list shall be used for the dissemination of information and for decision making within the Industry Specification Group.

5
Work Programme (TWP 3.6)
The Industry Specification Group shall follow the same rules as those laid down in clause 1.6 for Technical Bodies (included below for info).

5.1
ETSI work items (TWP 1.6.1)
An ETSI work item is the description of a standardization task defined in terms of the following principle parameters:

●
title;

●
intended ETSI deliverable type (see clause A.3 and annex E for guidance);

●
technical scope, including the field of application of the intended ETSI deliverable;

●
the schedule of tasks for its production;

●
the identities of the supporting ETSI (full and/or associate) members;

●
the identity of the Rapporteur.

●
specific User issues (i.e. users interests, requirements, benefits and potential impact on end users)

The work programme of a Technical Body shall consist of the ETSI work items for which it is responsible. For each ETSI work item, only one Technical Body shall be responsible (though it is recognized that the responsible Technical Body may need the assistance of other Technical Bodies in the drafting and may need to consult other Technical Bodies during the approval (or adoption) procedure).

5.2
Creation of an ETSI work item (TWP 1.6.2)
A proposal for a new ETSI work item shall be supported by at least four ETSI full and/or associate members, which shall be recorded in the ETSI work item definition prepared by the Technical Body. The supporting members should contribute to the new work. A single individual shall be named as Rapporteur for the ETSI work item, and shall act as the prime contact point on technical matters and for information on progress throughout the drafting phases.

Where work is expected to result in more than one ETSI deliverable (e.g. result in a TS and an ES, a TS and an EN (telecommunications series), a TR and an EG), for the time being, a separate ETSI work item shall be created for each proposed ETSI deliverable. 
A Technical Body may undertake work that will not directly lead to the production of an ETSI deliverable - for example, the co-ordination of the European view for concerted input to ITU or an ETSI deliverable prepared on behalf of CEN or CENELEC. Such an ETSI work item shall be clearly indicated as having no expected ETSI deliverable and shall include a schedule for the expected life cycle of the work, with appropriate milestones (e.g. meetings of the appropriate ITU Study Groups).

5.3
Adoption of an ETSI work item (TWP 1.6.3)
A Technical Body shall define and adopt a new ETSI work item (using the appropriate form obtainable from the Secretariat), giving all essential parameters. The proposal shall be entered into the ETSI Work Programme, clearly marked as a new entry, for which a unique reference identity shall be allocated.  If the work item has direct relevance to users, or contains user requirements, the Chairman shall inform the ETSI User Group.

The Secretariat will make the contents of the ETSI Work Programme available to ETSI members and TBs. A new ETSI work item will remain flagged as "new" until the end of the month following the month during which the ETSI work item was entered into the ETSI Work Programme. The adoption of a new ETSI work item shall be considered as confirmed unless a substantial objection is received from an ETSI full or associate member or from another concerned Technical Body during this period. At the end of the period, the "new" flag is removed (even if there is an objection) and it is the responsibility of any objecting member or concerned Technical Body to discuss their objections with the Technical Body Chairman. If it is not possible to resolve the objection, it is the responsibility of the member to raise the issue with the Board and for a concerned Technical Body to raise the issue with the Board.

If the Technical Body considers that the urgency of the ETSI work item is such that a Specialist Task Force is required, then an application shall be made as described in clause 1.10. The need for an Specialist Task Force should be indicated when a new ETSI work item is generated, as well as an indication on the effect on time scales if no Specialist Task Force is available.

5.4
Progress of an ETSI work item (TWP 1.6.4)
A Technical Body may not approve the final text for an ETSI deliverable until the corresponding ETSI work item has been adopted.

A Technical Body shall organize its work in order to meet the schedules of its ETSI work items.

Where a Technical Body uses Working Groups, the Technical Body shall be responsible for the approval of its ETSI deliverables.

Prior to undertaking any work, the rapporteur for the work item should investigate whether any user requirement documents exist. If so, the rapporteur should make sure that those requirements are taken into account when developing the deliverable.

A Technical Body shall regularly review its ETSI work items and shall ensure that the ETSI Work Programme is updated with any changes that are agreed. All changed work items will remain flagged as "changed" until the end of the month following the month during which the change was made.  If, during the review, it is noted that the work item has direct relevance to users, or contains user requirements, the Chairman shall inform the ETSI User Group.

5.5
Stopping an ETSI work item (TWP 1.6.5)
Prior to publication of the intended ETSI deliverable, the responsible Technical Body may conclude that an ETSI work item is no longer required. Any ETSI work item shall automatically be stopped, if no progress has been achieved in a period of one year. Where the ETSI work item involves mandated work (e.g. EC or EFTA work), the Technical Body should first consult with the Board.

The ETSI Work Programme shall be updated accordingly, and shall show the ETSI work item as "stopped" until the end of the month following the month during which the ETSI work item was initially flagged.

A stopped ETSI work item may be reactivated in accordance with clause 1.6.2.

5.6
Draft Harmonized Standards prepared under an EC/EFTA mandate (TWP 1.6.6)
Not applicable to an ISG.
5.7
Standstill (TWP 1.6.7)
Not applicable to an ISG.
6
Decision making (TWP 3.7)
The Industry Specification Group shall follow the same rules as those laid down in clause 1.7 for Technical Bodies unless otherwise specified in the ISG Membership Agreement.
6.1
Principles of decision making (TWP 1.7.1)
The Industry Specification Group shall endeavour to reach Consensus on all issues, including the approval of draft ETSI deliverables and the adoption of Group Specifications. If Consensus cannot be achieved, the Chairman can decide to take a vote which may be performed by a secret ballot. A vote may be conducted during an Industry Specification Group meeting or by correspondence.

Where voting is used, vote results shall be evaluated by the Chairman on the basis of one ISG member, one vote.  ISG participants do not have the right to vote.
Decisions concerning (i) the ISG Budget under Article 3.1(b) of the ISG Agreement, (ii) Additional Costs under Article 3.1(c) of the ISG Agreement, and (iii) the allocation of costs among members of the ISG under Article 3.2 of the ISG Agreement, require unanimous support.  Otherwise, a proposal shall be deemed to be approved if 71 % of the votes cast are in favour. Abstentions or failure to submit a vote shall not be included in determining the number of votes cast.

For interpreting the result of an election for an official of the Industry Specification Group, a simple majority of the votes cast shall be used (see 6.1.3 below).

6.1.1
Voting during an Industry Specification Group meeting (TWP 1.7.1.1)
The following procedures apply for voting during a QKD Industry Specification Group meeting:

· before voting, a clear definition of the issues shall be provided by the chairman;

· ISG voting members shall only be entitled to one vote per member;
· ISG members are only eligible for voting (voting members), if they have been present during at least two out of the previous 3 meetings;
· if a voting member has more than one representative present, only one representative may vote;

· if manual voting procedures are used, each ISG member may only cast the vote once; if electronic voting procedures are used, votes may be changed prior to the closure of the vote;

· voting members are only eligible for voting, if they have been present during at least two out of the past 3 meetings;

· no proxy vote shall be allowed;

· there are no quorum requirements;

· the voting weight shall be 1 per voting member;

· the result of the vote shall be recorded in the meeting report.

6.1.2
Voting by correspondence (TWP 1.7.1.2)
The following procedures apply for voting by correspondence:

· before voting, a clear definition of the issues shall be provided by the Chairman and disseminated to all on the Industry Specification Group membership list;
· ISG members are only eligible for voting (voting members), if they have been present during at least two out of the previous 3 meetings;
· the voting period shall be defined by the ISG Chairman and communicated to all on the Industry Specification Group membership list;
· electronic voting only shall be used for voting by correspondence;

· votes may be changed prior to the closure of the vote;
· the voting weight shall be 1 per voting member

· there are no quorum requirements;

· at the end of the voting period the Chairman shall count the votes as described in clause 6.1;

· The result of the vote should be disseminated to everybody on the Industry Specification Group membership list within 15 days.

6.1.3
Voting for the election of an Industry Specification Group official (TWP 1.7.1.3)
For the purpose of electing any Industry Specification Group official the procedures given in clauses 6.1, 6.1.1 and 6.1.2 shall apply.

In the case where there is more than one candidate, a secret ballot shall be used. For interpreting the result of an election for an Industry Specification Group official the candidate obtaining the highest number of votes in the ballot is elected.
The Industry Specification Group Chairman shall be responsible for the voting process and shall ensure that confidentiality is maintained.

If the vote is conducted during an Industry Specification Group meeting only the final result shall be recorded in the meeting report.

If the vote is conducted by correspondence only the final result of the vote shall be disseminated.

6.2
Appealing against a Chairman's decision (TWP 1.7.2)
Any member of ETSI who is against the Chairman's ruling on a vote may submit its case to the Board for decision. In such cases the member shall also inform the Industry Specification Group Chairman.

When the Industry Specification Group Chairman has made a ruling, his decision shall be taken as the basis for future operations, unless overturned by the Board.

7
Liaising with other bodies (TWP 3.8)
The rules for liaising with other bodies shall follow the same principles as those laid down in TWP clause 1.8 for Technical Bodies.

7.1
Liaising with other bodies (TWP 1.8)
These procedures complement the Articles 13.8 and 15 of the ETSI Rules of Procedure.

7.1.1
General (TWP 1.8.1)
The Technical Bodies should be aware of alignment/compatibility with existing standardization and regulation activities in other bodies, especially CEN and CENELEC in Europe and the international organizations, e.g. IEC, ISO, ITU etc.

Technical Body Chairmen should ensure that they are aware of all the relevant agreements with other organizations and that they abide by the agreements as far as they concern the work of the Technical Bodies.

7.1.2
Promotion of ETSI documents in the International Telecommunications Union (ITU) (TWP 1.8.2)
7.1.2.1
Policy matters and information of a general nature (TWP 1.8.2.1)
The Director General is responsible for the promotion of general ETSI policies and for submitting ETSI material of a general nature to the ITU.

7.1.2.2
Support for a common ETSI position adopted by the General Assembly (TWP 1.8.2.2)
Where an EN or an ES exists, or the General Assembly has adopted a common position on a matter of strategic importance, ETSI has taken a formal and definitive position which members shall support in the ITU (in so far as such support is compatible with their obligations under European or national law).

The primary Technical Body for co-ordinating the ETSI position for the ITU Study Group concerned shall prepare proposals for decision by the General Assembly on the subject matter and on the strategy to be followed.

The contribution to the ITU shall be submitted as an ETSI contribution, and it shall indicate that it presents an agreed ETSI position.

7.1.2.3
Support for an ETSI contribution agreed by a Technical Body (TWP 1.8.2.3)
A Technical Body may approve, and submit, a common contribution to the ITU. This requires that the subject is mature enough and that the contribution is agreed using the decision making procedures defined in clause 1.7. ETSI members are encouraged, but not formally obliged, to support the contribution in the ITU.

The contribution should be submitted in the name of one ETSI member which is also a member of the ITU. The contribution should indicate that it presents an agreed position of the ETSI Technical Body which approved it.

Changes to the agreed contribution and strategy during an ITU meeting should only occur after consultation amongst the ETSI members attending the meeting.

Individual ETSI members remain free to make their own proposals but, it shall be made clear that in doing so, they are not speaking on behalf of ETSI.

8
Reporting obligations (TWP 3.9)
It is the responsibility of the Industry Specification Group Chairman to ensure that information is given on the items outlined in the following clauses. Support may be negotiated with the ETSI Secretariat.

8.1
Changes in organizational structure (TWP 3.9.1)
The Chairman of the Industry Specification Group shall inform the ETSI Secretariat of organizational changes, allowing the maintenance of an organizational diagram showing its structure including details of its Working Groups and officials.

8.2
Changes to Working Group Terms of Reference (TWP 3.9.2)
The Chairman of the Industry Specification Group shall notify the ETSI Secretariat of any changes to the Terms of Reference of its Working Groups, thus allowing the relevant documentation to be maintained.

8.3
Meeting reports (TWP 3.9.3)
The Chairman of the Industry Specification Group shall prepare a report of each meeting. The report shall consist of two parts:

●
Part A shall contain an executive summary of the main decisions and problems including creation of new ETSI work items and matters of organizational nature. It does not require the approval of the Industry Specification Group and should not be more than two pages long. It should be made available on the ETSI server (Docbox) within 15 days of the meeting;

●
Part B shall contain the proceedings of the meeting, including summaries of essential discussions and the decisions made. It requires the approval of the Industry Specification Group and it should then be made available on the ETSI server (Docbox) within 30 days.

8.4
Calendar of Meetings (TWP 3.9.4)
The Chairman of the Industry Specification Group shall inform the Secretariat of the dates and venues of future meetings.

The ETSI Secretariat shall use the information provided to update the ETSI Calendar of Meetings.

8.5
Financial reporting (TWP 3.9.5)
The Chairman of the Industry Specification Group shall provide the Secretariat with a monthly financial status report indicating: planned expenditure, actual expenditure, and the situation concerning contributions from group members.

9
Secretariat Support (TWP 3.10)
· The Industry Specification Group shall receive basic administrative support from the Secretariat.

The Industry Specification Group may receive additional support where the group agrees to provide voluntary contributions to cover the cost (as defined in their membership agreement) or if resources are approved by the Board (on a case-by-case basis).

'basic administrative support' provided by the existing ETSI infrastructure and provided from normal ETSI Budget, e.g. :

· meeting rooms in ETSI premises 

· meeting support for invitations, badges, etc 

· tea/coffee in ETSI premises 

· ISG info/meeting/document handling area on the ETSI Portal 

· document storage area on the ETSI DOCBOX server 

· entry of the ISGs Work Items into the WPM database 

· processing/publication of GSs (providing they have respected the ETSI Drafting Rules)

The ISG may purchase additional support from the ETSI Secretariat (the ISG members have to agree amongst themselves how to raise the money), e.g.:

· Technical Officer support 

· Meeting Secretary support 

· Technical Editing 

· Rapporteurship

10
Handling of ETSI Group Specification (GS) Deliverables (TWP 2.2.7)
10.1
Adoption (TWP 2.2.7.1)
The draft, approved and adopted by the Industry Specification Group according to the decision making procedures defined in the group's Terms of Reference shall be submitted to the ETSI Secretariat within 30 days of the Industry Specification Group approval. Providing that the draft complies with the ETSI Drafting Rules, the ETSI Secretariat shall publish the GS within 30 days. 

The approval procedure may in justified cases be interrupted by the responsible Industry Specification Group. 

10.2
Maintenance (TWP 2.2.7.2)
Subsequent versions of a GS shall be approved by application of the procedure in 2.2.7.1. Subsequent versions containing only editorial changes may be published by the ETSI Secretariat following confirmation by the Industry Specification Group Chairman. 

When a need for technical maintenance is identified and where the deliverable was produced by a Industry Specification Group which no longer exists, the ETSI Secretariat shall attempt to find an appropriate, existing Technical Body to perform the maintenance. Where no such body exists, the General Assembly shall be notified and requested to find a solution. Page 108 ETSI Technical Working Procedures, 7 March 2007 

10.3
Withdrawal (TWP 2.2.7.3)
Withdrawal of a GS shall be made following a decision by the Industry Specification Group responsible for its maintenance. If the GS normatively referenced in another ETSI deliverable, it may not be withdrawn unless a suitable solution for replacing these normative references has been found. 

The withdrawal can comprise one, several or all versions of a GS. 

When the Industry Specification Group advise the ETSI Secretariat of withdrawal, the GS will be flagged as "withdrawn" in the ETSI Work Programme.
11
Termination

It is the responsibility of the Director-General to terminate an Industry Specification Group.

Before termination, an Industry Specification Group should prepare recommendations concerning the maintenance of its ETSI deliverables.

