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1. Introduction

The purpose of this document is to establish a structured framework and clear guidelines for
the creation, approval, implementation, and management of all organisational governance
documentation. This includes standardising policy formats, ensuring consistency and
uniformity, defining roles and responsibilities, promoting accountability, and streamlining
the policy development process. Additionally, this policy aims to ensure IfSE is compliant
with relevant laws, regulations, and industry standards, provide procedures for periodic
review and updating of policies, and facilitate effective communication of policies to all
stakeholders. By doing so, this meta-policy supports the organisation's strategic objectives
and operational efficiency.

This policy has one appendix:
- The process for Policy review and ratification
And one annex:

- A non-exhaustive list of the current policy documentation and associated governance
documents

The list of Policies appendix will be maintained up to date, independently of this policy
review timelines, whenever governance documentation is created, updated, or removed
from circulation.

2. Responsibilities

A Council Member will be accountable for the maintenance and review of each governance
document, along with being a point of contact for any queries relating to the document and
its implementation.

Council will be responsible for the ratification of the Rulebook and all policies.

Policy creation, review, update, and removal shall be conducted in line with the process
defined in appendix 1.

3. Governance Document Structure and Style

All Policies shall start with an introduction that covers purpose and scope of the document.
Following this, the content of each policy will be structured to fulfil its purpose.

All policy documents shall use the IfSE document style guide.
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4. |fSE Governance structure

This section shows the order of precedence of the IfSE governance documentation and,
whilst changes can be made by any stakeholder, this table defines which stakeholder(s) must
approve any changes to the governance documentation before they can be adopted.

Governance document Approving stakeholder

IfSE Articles of Association Engineering Council Privy Council
IfSE Rulebook IfSE Council

Policies IfSE Council

Processes and Procedures Accountable Council Member or

Secretariat functional lead

As seen in the table above, any changes to the IfSE Articles of Association must be approved
by the Engineering Council Privy Council. The rulebook and Policies are within the
jurisdiction of the IfSE Council. Finally, any Processes and Procedures that implement our
policies are down to the accountable council member or the secretariat functional lead
responsible for the operational delivery.

5. Calendar for Governance Document
Reviews

All policies should be reviewed on a biannual basis by the Council unless there is a change to
Regulations which requires policies to be updated in line with the law, except for the
following which will be reviewed annually.

e |fSE Code of Conduct
e IfSE Rulebook
e |fSE Data Protection
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Appendix 1 - Policy Review and Ratification
Processes

Introduction of New Policies

1.
2.

Any member of the Institute or the Secretariat may propose a new policy is created.
This proposal should be made to the relevant Council Member and the Company
Secretary.

If the proposal is considered viable, then a draft policy should be created using the
policies template.

The draft will be reviewed by the relevant Council Member and then presented to
the Council at a meeting for formal adoption.

Once ratified it will be uploaded on to the website and added to the review cycle of
policies

Council Policy Review Process

1.

The Secretariat will contact the Council Officer accountable for the policy due to be
reviewed at least 2 months prior to the Council meeting, asking them to initiate the
review. However, it is the responsibility of the owner to ensure the policies go
through the review process.
The accountable Council Officer will organise the policy review, gathering comments
where necessary, coordinating the update, and returning the updated document to
the secretariat. Alternatively, the accountable Council Officer will advise that no
update is necessary.
The Secretariat will include the policies due to be ratified at upcoming Council
meeting in the 1 month calling notice, including any updates received from the
accountable Council Officer.
Council Officers shall familiarise themselves with the policies due for review and
provide any feedback to the accountable Council Officer.
At the Council meeting, the accountable Council Officer will present the policy due
for ratification with a recommendation for ratification.
The Council will vote on the ratification.

a. If the vote is in favour, following Council, the Secretariat will update the

document version number and publish the new version on the website.
b. If the vote is against, the policy will be tabled for review at the next council
meeting and begin this process again.
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Note — This review process has been designed to ensure that the majority of the review is
done ex-committee and expedite the ratification of policies as well as reduce the time spent
working in council meetings.

Process for the removal of a Policy

1. Any Council Member or the Secretariat can propose the removal of a policy.

2. The reason(s) for the removal may include, but are not limited to, a change in
legalisation, or the Institute no longer offering the related services.

3. A written proposal must be presented at a Council meeting and there needs to be
a unanimous vote.
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Annex 1 - Policy and associated governance list

Below is a list of the IfSE policies along with their accountable Council Member, and the document reference. The calendar is aligned with the

presidential election cycle.

Review Calendar

Policy Document Number . X
Repsonsible Council Member Dec-Yrl Mar-Yrl Jun-Yr1l Sept-Yr1lDec-Yr2Mar-Yr2Jun-Yr2 Sept-Yr2
IfSE Rulebook IfSE-PY-GOV-003 President X
IfSE Code of Conduct IfSE-PY-GOV-004 President X
IfSE Membership Policy IfSE-PY-GOV-005 President X
IfSE Conflict of Interest Policy IfSE-PY-GOV-006 President X

IfSE Investments & Savings policy

IfSE-PY-GOV-007

Finance Director

IfSE Awards policy

IfSE-PY-GOV-008

Immediate Past President

IfSE UKAB policy

IfSE-PY-GOV-009

President-Elect / UKAB Chair

IfSE Groups and Committees policy

IfSE-PY-GOV-010

Technical Director / Outreach Director

IfSE Diversity and Inclusion Policy

IfSE-PY-GOV-011

Qutreach Director

IfSE CPD Policy

IfSE-PY-GOV-013

Professional Development Directors

IfSE Reserves Policy

IfSE-PY-GOV-141

Finance Director

IfSE Data Protection Policy

IfSE-PY-GOV-015

President

IfSE Disciplinary and Appeals Policy

IfSE-PY-GOV-015

President

IfSE Nominations, Election & Appointments Policy

IfSE-PY-GOV-017

Immediate Past President

Retention Register

IfSE-RG-GOV-012

Immediate Past President

IfSE Copyright Policy

IfSE-PY-GOV-019

Technical Director

IfSE Modern Slavery Policy

IfSE-PY-GOV-032

Finance Director

IfSE Anti-Bribery Policy

IfSE-PY-GOV-033

Finance Director

IfSE Governance Document

IfSE-PY-GOV-034

President-Elect

IfSE Surveys Policy

IfSE-PY-GOV-035

Outreach Director

IfSE Whistleblower Policy

IfSE-PY-GOV-049

President
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