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	1. Objectives
	The primary conference and networking activity of the IEA is the IEA Triennial Congress. This operating procedure specifies the procedures and policies for the Host Society of the IEA Triennial Congress, the IEA Council, and the IEA Executive Committee to realize the congress collaboratively. The Operating Procedure is mandatory. The additional “IEA Triennial Congress Model” (latest version) provides guidelines to supplement this operating procedure.
When a host society and a venue for an IEA Triennial Congress have been selected by the IEA Council, the IEA Executive will support the host society and their representatives as described in this document and the IEA Triennial Congress Model. The host society and their representatives will be called “Congress Organizers” in this document. Support includes seed funding at a level to be determined by the IEA Officers in consultation with the Executive Committee. The day-to-day collaboration should be supported by a facilitator appointed by the IEA President (“the Facilitator”).
In addition, one or more representatives of the Council can be appointed by the Council to actively participate in the organization of the congress.
The officers of the IEA, the Facilitator and the representative(s) of the Council will consult with the Congress Organizers and provide recommendations on finances, physical requirements, organization, themes, topics, scientific speakers, and other matters.

	2. Procedures
	The following procedural elements are also incorporated in the IEA Triennial Congress Model, which includes a suggested timeline for the elements. 

	
	2.1 Coordination by the IEA Executive Committee
	The IEA President ensures that the coordination between the Congress Organizers and the IEA Executive Committee is adequate. This coordination includes the application of the Congress Model, as appropriate, the identification of sessions proposed by the members of the IEA Executive Committee and ensuring regular and constructive communication between the Congress Organizers and the IEA Executive. The IEA President should appoint a Facilitator for this task.

	
	2.2 Congress Proceedings

	It is the role of the Congress Organiser to ensure that the congress proceedings are published in English according to current practice for scientific publications. The IEA Executive Committee requires a copy of the congress proceedings to be provided for the IEA archives in electronic form.  

	
	2.3 Finance
		

	
	General
	The IEA Triennial Congress is organized and hosted by an IEA Federated Society. The Congress Organizers are generally responsible for the financial affairs. It is the responsibility of the Conference Organisers to ensure that their costs are covered.
The IEA Executive Committee, any Facilitator and any representatives from the council provide advice and publicity, and generally support the process of organizing the activities of the IEA Triennial Congress, however, the IEA and its representatives take no responsibility for the financial affairs, planning, or losses. 
No monetary remuneration or salary is to be afforded any individual involved in the organization and management of the congress except for reimbursement of actual expenses incurred in performing the duties and activities of organizing and/or managing the congress. This requirement does not apply to compensation for the services of an external professional meeting organizer if one is utilized.
A preliminary budget plan shall be provided by the Congress Organizers when the bid is presented and updated at the latest three years before the Congress is due to take place. 
[bookmark: _Hlk152175070] The IEA will cover the travels of the head of the Organising Committee to Council and EC meetings during the three years before the Congress they are organising, when he/she is ex-officio member of the IEA Executive, according to the IEA travel reimbursement policy. The Congress Organizers may use seed funds for additional Congress-related travel, which may be reimbursed later from the Congress surplus.

	
	Contract
	A contract regulating general issues, financial matters, and details for the congress must be signed by both the IEA and the Congress Organisers or host society at least three years before the beginning of the congress, preferably soon after the choice of host society, and definitely before any seed funds are distributed. If necessary, two contracts may be needed. A model contract can be found in the Congress Model. 

	
	Seed funds
	The IEA may provide “seed” funds as approved by the IEA Officers in consultation with the Executive Committee. The seed fund is in the form of an interest free loan and must be returned to the IEA following the congress. This must be done, at the latest, along with any other financial return as stipulated below.


	
	Capitation Fee
	The IEA expects to derive some financial benefit from the IEA Triennial Congress. This takes the form of a fee1 for each registered participant and a pro-rated fee per part-time participant. This is termed the “capitation fee” and the amount is determined by an IEA Council vote. However, the fee for a particular congress applies that was in place when selection of the congress host society and venue was made.
The number of registered participants to be used for assessing the capitation fee is the sum of the total number of participants on each day divided by the number of days of the congress. Thus, for a four day congress, four participants attending only one day each would be counted as one full participant for the purpose of the capitation fee.
In case of financial loss, the IEA Officers, in consultation with the Executive Committee, may waive the applicable capitation fee.
1 The current capitation fee is $28 US, however commencing at IEA2030 (voted at 2023 Council meeting) it will be $33.00 US.

	
	Surplus
	A minimum of 50% of the surplus (money remaining after capitation fees, seed money return, and all other obligations have been met) must be donated to the IEA for the purpose of establishing an IEA fund in the name of the Host Society.  The use of the Fund shall be proposed by the Host Society and approved by the IEA Executive Committee according to the Operating Procedure “OP-Funds Administered by the IEA”.

	
	Recordkeeping
	The IEA requires that comprehensive financial reports are to be completed and filed with the IEA Treasurer within four (4) months after the congress or within a time frame agreed upon by the IEA Treasurer and the Host Society.
All financial returns to the IEA shall be provided with these reports. The return to the IEA consists of the financial advance (seed fund), the capitation fee and any surplus.

	
	2.4  Promotion
	The IEA Executive Committee and the members of Council will help promote the IEA Triennial Congress through the following means:
· The IEA Executive Committee will provide the IEA logo for use in promotional material.
· Scientific support from the IEA Technical Committees to organize sessions and promote subject areas.
· Listing the IEA Triennial Congress on the websites of IEA, IEA Federated Societies and Affiliated Societies.
· Advertising the congress in the IEA communications;
· Requesting the IEA Federated and Affiliated Societies, Sustaining members and endorsed journals to advertise the congress through the following means:
· Listing of the IEA Triennial Congress in the calendar section of their publications including a description or call for participation in their newsletters. 
· Distributing promotional material such as the call for papers and announcements to members (or at their annual conference); and 
· Any other appropriate means for disseminating the information, e.g. social media sites.
 The Congress Organisers are responsible for:
· Developing a congress logo in accordance with the IEA Corporate Image guidelines and providing this to the IEA Executive and Council members in good quality electronic form.
· Suggesting a congress theme. Approval of the IEA Officers is required. 
· Publicising the Congress locally and providing regular information on milestones, etc. for publication. 

	
	2.5 Selection of Congress Host Societies
	The Council will select the Host Society based upon proposals submitted by IEA Federated Societies at least six years prior to the proposed IEA Triennial Congress. On behalf of the Council, the IEA Executive Committee should provide equal opportunity to all IEA Federated Societies to submit a formal proposal to the Council for its consideration, and should advertise for proposals at least one year prior to the decision.
It is the responsibility of the Federated Society submitting a proposal to ensure that any future changes in the society officers will not affect the conduct of the congress in accordance with the proposal. 
The following criteria will be employed by the Council with respect to the evaluation of a Host Society and its proposal:
1. The organizational soundness and credibility of the Host Society, as well as its capability and experience in financial risk management and in conducting both similar sized and international conferences will be examined with respect to the degree of risk to the IEA.
2. The geographical location of the IEA Triennial Congress will reflect the strength of ergonomics worldwide and, provided that other criteria are met, the location of the congresses should be rotated to different regions of the world. Although no strict rotational order will be followed, the congresses shall not normally be held consecutively within the same geographical region.
3. Host Societies must be aware of the potential for the increasing size of IEA Triennial Congresses and must be able to successfully cope with such growth.
4. Host societies should be capable of organizing a hybrid congress to enable the participation of all members of federated and affiliated societies.
5. Host societies or host countries may not place any restrictions on the attendance of federated or affiliate society members, other participants or guests at the IEA Triennial Congress by reason of national or racial origin, political or religious beliefs, gender or age.
6. An evaluation by the IEA Executive Committee and the Council will be made to determine any strategic, scientific and political advantages (e.g., see Item 2 above) to the IEA.
7. Efforts to help fund delegates and participants from industrially developing countries as well as students are to be encouraged.
8. Any proposed Revenue sources in addition to registration fees (i.e., exhibits, sponsorships, etc.) will be included in the evaluation.

	
	2.6 Submission of Proposal

	The following submission procedures apply:
1. A proposal to host the IEA Triennial Congress must be formally submitted by the governing body of a Federated Society of the IEA in English using the template that the IEA provides for this purpose (see Congress Model). The proposed congress will be formally titled the "Xth IEA Triennial Congress of the International Ergonomics Association" where X is the appropriate cardinal number. The proposal should respect the IEA policies herein provided and should provide details relating to the organization, budget plan and technical program in accordance with the policy described in this document. Federated Societies wishing to submit proposals should contact the IEA Secretary General for the submission template.
2. The proposed IEA Triennial Congress must be international and intercontinental in its scope. 
3. The IEA Triennial Congress is normally held over a five-day period.
4. The proposal should indicate the total expected, or planned, attendance.
5. The proposal should indicate agreement with the financial arrangements as described within this document. 

	
	2.6.1 Location and Premises
	

	
	Selection of Venue and Time
	The location and the timing of the proposed IEA Triennial Congress should meet the following criteria:
1. The geographic site should be at, or close to, a major center, noted for its academic and/or professional affiliations, as well as for its social and historic attractions. It should be within easy access by air transportation from distant points.
2. The IEA Triennial Congress is normally held during the third quarter of the year. The specific dates for the congress should be selected so as to minimize conflict with other related conferences, particularly those of IEA partner organisations, academic terms, major holidays, etc. The proposed date should be cleared with the IEA Executive Committee before submission of the proposal.

	
	Congress Center
	For the congress center, the following criteria will apply:
1. The congress center should preferably be in one building, in which the followings can be found:
· Administrative and logistic facilities;
· A major hall or auditorium for plenary sessions;
· Conference rooms for lesser sessions; and
· Committee rooms and suitable places for casual informal discussion with beverages available at breaks. 
2. Consideration should be given to accommodating the special needs of handicapped or elderly persons.
3. Audio visual facilities must be available to permit the use of up-to-date presentation means, microphones for discussion and hybrid attendance at plenary and scientific sessions.
4. Access to the internet should be available at the congress venue for all participants to use during the IEA Triennial Congress at no cost to them.
5. The design, number and placement of signs depend upon the complexity of the center and location of the meeting rooms, however, where possible, they should meet ergonomic standards. 
6. Effort should be made to communicate with participants in their own language (i.e., through enlistment of multilingual volunteers) and to provide interpretation services for onsite registration and information. Facilities for simultaneous translation of plenary sessions and the IEA General Assembly into at least English and the language(s) of the country where the meeting is held are encouraged. Translation must be available in the same congress room as the original presentation.

	
	Accommodation and Transportation
	For accommodation and transportation, the following criteria apply:
1. Accommodation venues must be available at or close to the congress center. Accommodation venues should be of good quality, in terms of that normally found in the area. Different levels of accommodation should be available to meet different budgets: Allowance should be made for single, double or multiple-occupancy as preferred.
2. Where it is not possible to arrange for accommodation within reasonable walking distance from the congress center, free transportation should be available at frequent intervals during the day. Arrangements must be made by the sponsoring society for the provision of transportation to and from all events authorized by the IEA Triennial Congress. It is especially important that participants are adequately informed in advance of the public transport facilities available between the local airport, and rail or bus stations and the congress location. Consideration should be given to having an information desk at the closest airport and railway station or to providing full details of the congress to the local information agencies.

	
	Registration, Promotion and Publication
	For registration, promotion, and publication, the following criteria will apply:
1. An opportunity should be provided in advance publicity and the final program for a message from the IEA President.
2. Announcements in electronic form should be provided to the Council and the IEA Executive Committee for distribution to all related journals, to Federated Societies, Affiliated Societies, the IEA Networks, ILO, WHO, ISO, other partners of IEA with MOUs, and to similar organizations at least a year prior to the IEA Triennial Congress.
3. Delegate badges should indicate the name of the delegate and affiliation with good readability. Badges for staff, the Council members, the Officers, other members of the IEA Executive Committee and presenters and session chairpersons should indicate their role to facilitate recognition by participants.
4. The IEA will assist in promotion and advertising. All promotional material and publications must state that the congress is a function of the IEA and display the IEA logo in accordance with the corporate image policy of the IEA. 
5. The Host Society is responsible for publishing and issuing free of charge to delegates the proceedings of the IEA Triennial Congress.
6. The Congress Organizer should consult with the IEA Executive Committee in regard to matters related to the publication of invited or submitted papers in the proceedings or other publications following the IEA Triennial Congress.

	
	Communication and Reporting
	For communication and reporting requirements, the following criteria will apply:
1. Once approval has been obtained from the Council for the IEA Triennial Congress, the Congress Organizer is required to submit reports to the IEA at its annual Council and semi-annual Executive Committee meetings describing progress to date and any difficulties experienced or foreseen.
2. Following the IEA Triennial Congress, the Congress Organizers must submit a report to the IEA for the benefit of later congress organizers, giving information on such things as the organization of the congress, how the goals were achieved, and lessons learnt.

	
	Social Events
	For social events, the following criteria will apply:
1. A welcome reception for all delegates and accompanying persons is offered on the first evening of the IEA Triennial Congress to facilitate interpersonal contact.
The cost of the reception is to be included in the registration fee.
2. Theme evenings, a congress gala dinner and other social functions are optional as are pre and post congress professional tours and sightseeing tours. However, these constitute normal practice and are encouraged.

	
	Planning
	The precise planning timetable will, of course, reflect the specific requirements of the Congress Organizers and the circumstances surrounding the IEA Triennial Congress. However, the following plan should be followed, with deviations agreed in advance with the IEA Officers. A more detailed timeline suggestion may be found in the IEA Congress Model:
1. Booking of the IEA Triennial Congress venue and making arrangements for rooms with a number of alternate hotels (offering high, medium and low rates) as soon as possible after approval of the congress by the Council.
2. Preparation of a detailed project plan including detailed budget at least three (3) years prior to the IEA Triennial Congress. It should include a contingency fund as described in the Congress Model.
3. Initiate discussion between the IEA Executive Committee and the Congress Organizers immediately after the bid is awarded, increasing substantially from three (3) years before the congress.
4. Preliminary announcement: at the IEA Triennial Congress prior to the proposed IEA Triennial Congress.
5. Organise external support organisations for the congress (e.g., any external congress organisation agency, providers for the hybrid congress, agency for advertising to stakeholders and sponsors, etc) at least two (2) years before the congress. 
6. Announcements to relevant publications: sent regularly and starting at least 2 years prior to the IEA Triennial Congress.
7. Preparation of contract between IEA and Congress Organizers. This must be prepared for signature by all parties at least 3 years before the Congress takes place. 
8. A site visit by the IEA officers is recommended at least one year before the Congress, preferably two years. This may be combined with an Executive Committee meeting in the host country.
9. First announcement and call for papers: eighteen (18) months prior to the IEA Triennial Congress.
10. Brochures or posters distributed to societies, organizations, conferences, etc.: fifteen (15) months prior to the IEA Triennial Congress.
11. Second announcement and call for papers: fifteen (15) months prior to the IEA Triennial Congress.
12. Abstract deadline: twelve (12) months prior to the IEA Triennial Congress.
13. Authors Instructions distributed: ten (10) months prior to the IEA Triennial Congress.
14. Provisional program and registration opened: eight (8) months prior to the IEA Triennial Congress.
15. Paper deadline: seven (7) months prior to the IEA Triennial Congress.
16. Early registration deadline: three (3) months prior to the IEA Triennial Congress

	
	3.7 Technical Program

	The technical program should be developed in close cooperation with the chairs of the Science, Technology and Practice Standing Committee and the Technical Committees. The program should include sessions proposed by the IEA Executive Committee members. (
The Congress Organizer must ensure that during the period of the IEA Triennial Congress, provision is made for a combination of superior quality technical sessions, both plenary and special interest, professional visits, if appropriate, and social events. 
The speakers at the plenary sessions will be selected with the advice of the IEA Executive Committee, will be of an international standing or of other high reputation, and in total will represent the international scope of ergonomics and emerging interests. 
In particular, plenary (keynote) speakers must be drawn from different national and continental backgrounds. The travel costs of invited plenary speakers and their congress registration are generally covered out of the congress budget.
Themes and topics must be developed in consultation with the Technical Committees and have the approval of the IEA Executive Committee including the chair of the Science, Technology and Practice Standing Committee. 
The success of an international congress depends not only upon formal presentations, but also upon facilities for interpersonal contact and the interchange of ideas and views by both formal and informal discussion. In addition to ensuring that space is available for informal discussions, time should be allowed in the program for the exchange of ideas and views.
On the final day of the IEA Triennial Congress, a "Futures Panel" should be scheduled for one and a half hours. This panel discussion is organized by a person appointed by the Executive Committee and addresses topics, trends, and forecasts concerning the future of ergonomics.
Advice should be sought from the chair of the Science, Technology and Practice Standing Committee regarding the status of poster presentations, paper length for publication in proceedings, acceptance of papers, invited speakers, selection of papers and themes, policy related to registration of presenters for the purposes of inclusion in proceedings, etc.
In addition to advice from the chair of Science, Technology and Practice Standing Committee, two persons nominated by the IEA Executive Committee may serve as members of a Scientific Advisory Committee which shall be formed by the Congress Organizers and which shall meet at least twice to ensure and follow-up with the planning of the technical program.
Presenters should be provided a standard set of guidelines (i.e., “Authors’ Instructions”) for the preparation of the visual support of their presentations. A facility for the on-site check of audio-visual presentations is recommended. Instructions on the use of audio-visual equipment should be provided onsite to all presenters and session chairpersons to ensure the proper use of the equipment. Audio-visual technicians should be readily available, ideally in each room, to operate audiovisual equipment and to assist with the presentations. 
Exhibits may be arranged by the Congress Organizers providing they are not subsidized by registration income. Publications related to the exhibits must include a disclaimer stating that the IEA does not necessarily endorse the products or services being exhibited. Notwithstanding the disclaimer, the Congress Organizer must endeavor to ensure that the products and services being exhibited are of high quality and appropriate to the audience.

	
	2.8  Provisions Regarding the IEA

	The Host Society shall make arrangements to provide the IEA with the following facilities and services at no cost to the IEA.
1. A meeting room should be provided for a period of two days for the Council meeting prior to the IEA Triennial Congress, the exact dates to be set by the IEA Executive Committee. This meeting room must accommodate seventy (70) or more persons and have audio-visual facilities for a hybrid meeting. Seating configurations must allow note taking and interaction. Some additional seating should be available for invited observers. Refreshments are to be provided during the morning and afternoon breaks. Access to a photocopying device for the preparation of last minute documents is desirable. Internet access and power for laptops are required for the Council members in this room for the duration of the meeting. It should be possible for the participants to eat light lunches within one hour, either provided on site or very close by. 
2. Additional meeting space may be required for a meeting of the IEA Executive Committee (15 people)  before the Council meeting either for one or two days. 
3. Meeting space will also be required for meetings of the IEA sub-committees and Technical Committees during the congress. The requirement for this should be ascertained by the Congress Organizer through contact with the IEA Secretary General six months prior to the congress.
4. Assistance with the organization of a reception for the Council members during the council meeting, generally in the evening of the first day of the Council meeting.
5. The IEA President should be given space in the printed program as well as be invited to give a fifteen-to-twenty-minute address during the opening ceremony to welcome participants.
6. The registration fee should, if possible, be waived for all the members of the IEA Executive Committee. If possible, a reduced registration fee should be available for the Council members. 
7. The members of the IEA Executive Committee and the Council members should be invited to chair or co-chair technical sessions of the IEA Triennial Congress.
8. A table should be provided in the main exhibit hall or near the registration area exclusively for displaying IEA brochures, and other materials. A table should also be provided for the promotion of the next IEA Triennial Congress.
9. All participants to the IEA Triennial Congress who are members of Federated Societies should be entitled to a reduced registration fee. They should be required to identify their affiliation to verify their eligibility for the reduced fee.
10. The IEA has arrangements with sustaining members to provide free registration for up to three delegates per sustaining member, dependent on membership levels. Additionally, the more generous sustaining members have the right to free exhibition space. Details can be provided by the Secretary General. These provisions need to be included in the congress budget.
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