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Preparation

1. The Chair appoints an Endorsement Review Group (ERG), containing at least three other members of the Endorsement Sub-Committee.  No appointees should have any potential conflict of interest, nor should there be any perception of such.
1. The Chair will notify the proposing body of the names of the Review Group, give them information on mechanisms and likely timescales and notify them of the appropriate fee.  This fee must be paid to the Treasurer of the IEA before the process can begin; the IEA will send receipt of payment.
1. The Chair sends out to the ERG the application forms and documentation received from the proposing body, the detail in which should be compatible with the minimum criteria set down by the IEA, and agrees on target dates and mechanisms.

Review Procedures

1. The Chair allocates responsibilities to ERG members for: review of documentation, interviews, consultation with personnel, drafting of comments and recommendations.

1. The ERG gives initial consideration to the documentation.  If this is acceptable, detailed consideration is given to the manner in which process and standards satisfy:

1. IEA criteria for endorsement of certifying bodies
1. IEA minimum criteria for certification of an ergonomist
1. IEA competency standards or a sub-set of them

1. The Chair communicates with the proposing body to clarify any outstanding issues and to explain processes as necessary.

1. The Chair invites the relevant Federated Society(ies) to make a report on the acceptability or otherwise of the application.


Report

1. The Chair is responsible for finalising the report.

1. The report should include an overview of the findings, comments, recommendations, justification, and any possible request for revision.
1. The report is distributed to the IEA Executive Committee, who confer (in person or by email) to finalise the recommendations.

1. The IEA sends the recommendations to the proposing body, and gives the body four weeks to notify any intention to respond formally.  A further six weeks is allowed for response.

1. The IEA considers any response from the proposing body and then communicates the final recommendations to the body.
