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	1. Objectives
	The purpose of this document is to describe the permanent and semi-permanent positions, in addition to the elected IEA Officers, that make up the IEA Executive Committee (EC).

	2. Reference documents
	The rules governing the election of officers are described in the By-Laws of the IEA and in the following Operating Procedures:
- Voting at IEA Council meetings
- Election of IEA Officers
Rules and guidelines supporting the implementation of this Operation Procedure include the following:
· OP- IEA Triennial Congress
· Guidance document “Roles of IEA standing committees” and “IEA Congress Model” (latest versions)


	3. General 
	3.1 Role of EC
	The EC is the managing body of IEA endorsed by the Council.

	
	3.2 Appointment of Members
	Except for IEA Officers, the holders of the EC positions described in this document are not elected by the IEA Council at the start of an election term, but their EC membership is either prescribed by the IEA By-laws, or they are appointed to the EC by the President for a particular function.
According to the IEA By-laws, the following people are members of the EC: Immediate Past President, the Chair of the forthcoming IEA Triennial Congress Organising Committee, and a Swiss Resident Director. The Chairs of the 5 IEA Standing Committees are also EC members and anyone else appointed for an ad hoc function by the President. (see Section 3.4)

	
	3.3 Council voting permissions
	Except for the IEA Officers, members of the EC do not have the right of voting on Council, unless they are otherwise eligible, for example, as representatives of federated societies.

	4. Description of EC Members
	4.1 Immediate Past President
	Although the immediate Past President was elected to the position of President, he/she is not elected to this position but automatically assumes it after his/her election period elapses. The immediate Past-President is the Chair of the Award Committee. The immediate Past-President may also assist in some other tasks at the discretion of the President.

	
	4.2 Chair of the forthcoming IEA Triennial Congress Organising Committee


	The Chair of the IEA Triennial Congress Organising Committee is appointed by the host organisation chosen by the IEA Council. To optimize the communication between the Congress organization and the IEA, a report on the progress of the next Triennial Congress is a fixed agenda item for Executive Committee meetings. The attendance of the chairman of the next IEA Triennial Congress facilitates that communication. Further information on this role can be found in the OP-IEA Triennial Congress and the Congress Model Guidelines.

	
	4.3 Swiss Director
	According to the rules of the commercial register in the Canton of Geneva, Switzerland, where the IEA has its official seat, the IEA is required to have at least one person on the Executive Board that is a Swiss resident. A Memorandum of Understanding was signed in 2017 with the Swiss Ergonomics Society (SwissErgo) to regulate the role. This person should attend Council meetings (either online or in person) and sign the formal minutes of the meeting. If no member of the IEA Executive is a Swiss resident, the Swiss Ergonomics Association council representative takes this role.

	
	4.4 Chairs of Standing Committees
	The creation of new standing committees has two pre‑conditions:
a) Advice from the Executive Committee, and
b) Consent from the Council. 
The following are the Standing Committees of the IEA, some of which have sub-committees responsible for specific functions or activities:
1. Science, Technology and Practice (STP)
2. Professional Standards and Education (PS&E)
3. Communication and Public Relations (CPR)
4. International Development (ID)
5. Development and Promotion (DP)
Standing committee chairs are appointed according to the rules described in the IEA By-laws: Appointment of Standing Committee Chairs is a duty of the President. Consequently, the President also has authority to dismiss or replace Standing Committee Chairs.

	
	4.5 Ad hoc positions 
	The IEA President may appoint federated society members to ad hoc positions for the term of his/her office. The rules are described in the IEA By-laws.

	5.  Duties of EC members
	5.1 Sub-committees and co-chairs
	Executive members are expected to appoint co-chairs and form sub-committees to assist in their work. Apart from the Chair, the co-chairs and members of sub-committees are not part of the IEA Executive Board. 
Co-chairs may head sub-committees or represent a regional viewpoint. In any case, each committee should be composed of people from geographically diverse regions. The size of the committee (and of subcommittees) is left to the discretion of the chair, but normally committees have three (3) to seven (7) members. Appointment of members follows consultation with the IEA President. The tenure of co-chairs is one or two terms. The chairs and the President should consider the timing of appointment so that long-term projects are managed seamlessly.  

	
	5.2 Recordkeeping
	A progress report of each EC member's work should be presented in writing to the Vice President / Secretary General of the IEA at least six (6) weeks prior to the annual Council meeting and two weeks prior to Executive Meetings. A brief summary of significant activities should also be provided for possible publication in the IEA NewsBriefs. 
All EC members are expected to produce a summary of their activities for the IEA Triennial Report.

	
	5.3 Finance
	 Travel and hotel costs incurred in relation to meeting attendance is governed by travel guidelines prepared by the IEA Treasurer. 

	
	3.4 Collaboration
	The members of the EC are expected to collaborate with each other on projects and to keep other EC members informed of their activities in the twice-yearly EC meetings.

	
	5.5 Publication of activities
	The achievement of projects should be presented at international conferences, (e.g., IEA Triennial Congress), and should also be published by IEA Press or other appropriate media (e.g., scientific journal, book).

	6. Conformance and sustainability 
	6.1 Oversight
	The President is responsible for the oversight of this Operating Procedure.

	
	6.2 Feedback
	To improve the performance of the EC, the results of the oversight should be shared with all present and incoming EC members as well as co-chairs and chairs of subcommittees. 

	
	6.3 Handover
	At the completion of an EC term the President should revise the document ““Roles of IEA Standing Committees” for the guidance of the incoming President.
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