
 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

June 2021 

This document has been prepared by SAICE Professional Development and Projects (SAICE-PDP), a Non-

Profit Company (NPC) focused on capacity building in engineering and built environment in conjunction 

with Xenon Consulting CC as part of the Africa Catalyst initiative.  

The Africa Catalyst is funded by the Global Challenges Research Fund (GCRF) which forms part of the UK’s 

Official Development Assistance commitment, to support cutting-edge research which addresses the 

problems faced by developing countries. One of the GCRF initiatives is focused on strengthening 

professional engineering institutions (PEIs) in sub-Saharan Africa so that they can effectively promote the 

profession, share best practise, and increase local engineering capacity, to help drive development. This 

document aims to assist emerging PEIs get going and offer ideas to existing PEIs to enhance their 

structures, processes, and services. 

The Africa Catalyst initiative is managed on behalf of the GCRF by the Royal Academy of Engineering. For 

more information on the Africa Catalyst see:  

https://www.raeng.org.uk/global/sustainable-development/africa-grants/africa-catalyst  

To contact the developers of the site, email info@aepportal.org   

 

 

 

 

 
 

 

 

https://www.raeng.org.uk/global/sustainable-development/africa-grants/africa-catalyst
mailto:info@aepportal.org


 
AEP Website Toolkit 
Africa Catalyst Programme 
 

 

3 | P a g e  

TABLE OF CONTENTS 

OVERVIEW .................................................................................................................. 5 

STRUCTURE OF A SITE ........................................................................................... 9 

REGISTERING BODIES .......................................................................................... 19 

VOLUNTARY ASSOCIATIONS - FIRMS ............................................................... 49 

VOLUNTARY ASSOCIATIONS - INDIVIDUALS ................................................. 65 

SPECIAL INTEREST GROUPS - WOMEN IN ENGINEERING ........................... 77 

SPECIAL INTEREST GROUPS - YOUNG PROFESSIONAL FORUM ................. 87 

DATA STRUCTURES ................................................................................................... 97 

ANNEXURES - SUPPORTING DOCUMENTS .................................................... 121 

ANNEXURE A: CORE VALUES & GUIDING PRINCIPLES (GENERIC LIST) ........................ 122 

ANNEXURE B: CODE OF PROFESSIONAL CONDUCT ..................................................... 123 

ANNEXURE C: GUIDELINES FOR DEVELOPING A VA CONSTITUTION .......................... 125 

ANNEXURE D: MEMBERSHIP BENEFITS (GENERIC) ........................................................ 135 

ANNEXURE E: MEMBERSHIP APPLICATION FORM (EXAMPLE) ...................................... 137 

ANNEXURE F: GETTING STARTED – WEBISTE CHECKLIST............................................. 139 

ANNEXURE G: THE IEA ATTRIBUTES ............................................................................... 141 

 

 

 

 

 

 

  



 
AEP Website Toolkit 
Africa Catalyst Programme 
 

 

4 | P a g e  

 



AEP Website Toolkit 
Africa Catalyst Programme 
 

5 | P a g e  

OVERVIEW 

1 Introduction 

Professional Engineering Institutions have a major role to play in their countries through sharing technical 

knowledge, regulating professional practice and influencing national policy, in particular relating to 

infrastructure delivery, maintenance and building manufacturing and processing capacity.  

With population and economic growth and the demand for new products, services and changing 

technologies, new fields of engineering have been emerging. Furthermore, many countries hitherto reliant 

of foreign expertise are focusing on developing local capacity. As a result, governments and in some cases 

interest groups have been encouraging the development of new professional engineering institutions 

(PEIs) to service emerging discipline specific, national or market needs. 

The suite of documents presented in this section of the African Engineering Professionals Portal, serve to 

offer content for engineering professionals wishing to set up or enhance PEIs and websites to address the 

needs identified.  

2 Types of professional engineering institutions (PEIs) 

Professional Engineering Institution (PEI) is a collective term referring to all organisations with professional 

interests in the engineering sector, including voluntary associations (VAs) and registering bodies (RBs). 

These bodies have different roles as follows:  

2.1 Registering Body 

A registering body is a body set up to regulate the performance of individuals or companies in the 

engineering sector and will be referred to as an RB throughout the documents. This is normally a statutory 

body set up by an Act of Parliament.  

Registering bodies generally call on those who are not registered to work under the supervisor of a 

registered professional and to register as ‘engineers-in-training’, ‘graduates-in-training’, ‘candidates’ or 

similar so that they can monitor their progress towards professional registration.  

2.2 Voluntary Association  

A voluntary association is an institute, institution, association, society or federation established by 

engineering practitioners to achieve a common non-profit objective of creating awareness and sharing 

knowledge in their profession and areas of practice. Voluntary associations may represent a group of 

companies with a common interest, such as an association of consulting engineers, or a group of 

engineering or construction contractors. Members could be sole proprietors in the case of a one-person 

consulting firm, or substantial listed companies in the case of major construction companies. 

Voluntary associations may also represent a group of individuals with a common interest, such as 

engineering learned societies, formed to shared knowledge, technology, and views of their discipline(s) 

with individual members. 
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Individual voluntary associations may drill down to specific disciplines or sub-disciplines such as an 

Institution of Structural or Mining Engineers or may represent all engineering practitioners in the country. 

Voluntary associations may also represent specific groups of people such as Women in Engineering.  

Although voluntary associations may be termed institutes, institutions, associations, societies or 

federations, they will be referred to as VAs throughout the documents. 

Regardless of the type of organisation, VAs may also allow ‘participant’ members, who though they do not 

qualify under the recognised membership criteria, may contribute to the VA by virtue of being suppliers in 

the field, or represent allied professions.  

3 Engineering professionals and practitioners  

In writing about individual members of organisations and those associated with registering bodies it is 

necessary to draw a distinction between those who are registered and those who are not professionally 

registered.  

3.1 Engineering professional 

Where reference is specifically made to registered professional engineers, engineering technologists or 

incorporated engineers, engineering technicians, and registered craftspersons, the collective term of 

engineering professional is used to describe this group. 

3.2 Engineering practitioner  

In many instances, members or interest groups may not be professionally registered. The collective terms 

used to describe all working in the sector whether professionally registered or not is ‘engineering 

practitioner’. 

4 The structure of the site and documents 

The pages under ‘PEI Development Toolkit’ are as follows, and contain guides in each section: 

4.1 Structure of a site 

In this section, a video explains the typical structure of a website and what information should be 

gathered and published on each page. 

4.2 Typical site content 

This section offers content for several different types of professional engineering institutions as follows: 

• A registering body 

• A voluntary association composed of companies 

• A voluntary association composed of individual members 

• A women in engineering association 

• A young members’ grouping. 

4.3 Database structures 

A detailed description of the processes and fields to consider per type of organisation is included in this 

section.  
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4.4 Supporting documents  

A suite of documents composed of ideas gathered from PEI websites in many countries has been 

compiled to assist those looking for content under the following headings:  

• Core Values and Principles 

• Code of Professional Conduct 

• Constitution for a VA 

• Membership Benefits  

• Design of an application form  

• Website Checklist 

• The IEA Graduate Attributes and Professional Competencies  

Now select ‘Structure of a Site’, to watch a video explaining all the elements required to set up a PEI 

website.  

Typically, the site may be structured along the lines of the diagram below. 

 

Home

About Us

Membership/Registration 

News & Events

Publications

Special Forums

Conact Us

Login / Sign-In

Links

Website Searches
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 Page 
Structure 

Webpage Content 

Header 

Organisation’s Logo 

Official name of the organisation & acronym 

Images related to the profession (static or rolling) 

Links to subsequent website tabs 

Search Function – search for: 

• A registered person or firm 

• Specific website content 

• Certain documents or forms 

• Recent news and events 

Login links: 

• Sign-in for council or board 

• Sign-in for members 

Body 

Introductory Statement 

Services and Products 

Links connecting to documents, legislation changes or new articles 

Footer 

Latest news links 

Contact number and email  

Contact us link 

Links to related organisations  

Links to Social Media Pages (LinkedIn, Twitter, Facebook, etc.) 
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1.1 Logo, Name and Acronym 

The organisation’s name, logo and a high-resolution image file in*.jpg; *.png or similar format is required. 

1.2 Introductory statement 

This is a single statement of organisation’s objectives/purpose/aim. The intention is to give the website 

visitor a brief introduction to the organisation. 

1.3 Contact Details (Footer, Contact Us) 

The home page provides a link to the contact information required in Contact Details (see section 6). 

Typical information in the footer includes: 

• Physical location of organisation’s office details 

• Permanent phone numbers for organisation 

• Permanent administration email address for organisation 

• Links to a Contact Us form may be considered  

1.4 Links to Social Media pages (Footer) 

These are links to existing (or new) websites or social media pages to which the 

organisation belongs – LinkedIn, Facebook, Twitter, Instagram, WhatsApp, 

Skype, Google+ etc. 

1.5 Links to related organisations (Footer) 

Links to sister and other important organisations. Some examples are given below.  

Organisation URL  

Commonwealth Engineers Council 
https://www.ice.org.uk/about-ice/what-we-do/commonwealth-
engineers-council 

European Council of Civil Engineers (ECCE) http://www.ecceengineers.eu/ 

Federation of African Engineering Organisations 
(FAEO) 

https://faeo.org/; http://www.faoe.net/ 

FIDIC Group of African Member Associations  https://www.fidic.africa/fidicafrica/  

International Engineering Alliance https://www.ieagreements.org/ 

Mutual Recognition Agreements http://accreditation.org/accords/mutual-recognition-agreements 

World Federation of Engineering Organisations 
(WFEO) 

https://www.wfeo.org/ 

https://www.ice.org.uk/about-ice/what-we-do/commonwealth-engineers-council
https://www.ice.org.uk/about-ice/what-we-do/commonwealth-engineers-council
http://www.ecceengineers.eu/
https://faeo.org/
http://www.faoe.net/
https://www.fidic.africa/fidicafrica/
https://www.ieagreements.org/
http://accreditation.org/accords/mutual-recognition-agreements
https://www.wfeo.org/
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2 About Us 

This section provides details about the organisation. It has a website menu and provides links to the 

following example items: 

 

2.1 What is [Organisation Name] 

This is the introduction to the organisation. For registering bodies, the Engineering Profession Act under 

which the council was established and activities/roles in relation to the Act would be described.  Voluntary 

Associations/Institutions describe their specific contribution to the overarching engineering discipline or 

sector in which they function. Discipline based voluntary associations would provide descriptions of the 

work that the engineering professionals within the discipline would be involved with and sector-based 

voluntary associations would describe the roles of engineering professionals within the sector or industry.  

Consulting or contracting engineering voluntary associations might describe “what consulting engineers 

or contractors do”. In addition, the potential benefits that any services provided by the relevant voluntary 

association might deliver to a potential client or the society in general could be described. 

2.2 Vision, mission & purpose 

The organisational vision and mission statements needs to be presented.  In addition, the primary purpose 

of the organisation could be portrayed. 

• Vision Statement: A statement of WHERE your organisation wants to go. 

• Mission Statement: A statement of WHAT your organisation does, HOW it delivers its services and 

WHO it serves. 

2.3 Core values & principles 

The core values within the organisation (values that are fundamentally part of the organisation) are 

described in this section.  Key principles to which the organisation adheres might be included.  Examples 

are provided in the different sections of the toolkit. Typical core values would include statements relating 

to: integrity; standards; transparency; non-discrimination; courtesy and helpfulness; team work; 

accountability; accessibility and professionalism. 

What is [ ]?

Vision, mission & purpose

Core values & principles

History

Organisational structure & leadership

Policies & key documents
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For a comprehensive list from which to select see Core Values & Principles under ‘Supporting Documents’.  

2.4 Organisational structure 

Registering bodies and voluntary associations have completely different organisational structures.  This 

section of the webpage is intended to give the visitor a clear indication of the officers within the 

organisation, as well as any structuring of the organisation. This would include council, the executive 

committee or board, chapters, divisions, branches, regions, committees, sections, student chapters and 

specialist forums (such as youth or women). 

2.5 Policies & key documents 

Links to essential policies and key documents are provided in this section of the webpage.  The organisation 

needs to decide which documents and policies are essential to members of public, as this webpage is 

usually accessible to anyone accessing the website.  Typical documents would include the following items. 

• Association’s business plan 

• Code of conduct 

• Code of governance 

• Constitution and bylaws 

• Disciplinary procedures 

• Documents related to reporting malpractice (and malpractice reporting procedures) 

• Memorandum of incorporation 

• Registration/membership policies/requirements 

• Rules of the association 

• Website privacy policy (protection of information) 

3 Membership 

There is a significant difference between membership of a registration body and a voluntary association.   

The details of potential membership or membership categories will be described in dedicated sections of 

this document.   

Registering bodies have members of engineering professionals based on the stipulations of the relevant 

Engineering Act.  Voluntary associations might have firms/organisations, individuals or a combination of 

individuals and organisations as members.   

Membership categories, requirements & applicable fees need to be described.  This website page needs 

to provide links to application documents for membership or registration.  In addition, details of the 

processes for becoming a member, how to register, how to re-register, renew membership/registration 

and progress on relevant processes could be provided.  Details on approval processes for engineering 

registration or membership applications need to provide.  The requirements for registration or subsequent 

rejections for any applications need to be enhanced through website links to the requirements for 

membership/registration requirements.  The website would provide membership information for existing 

and new members.  The following image provides an overview of details that could be included on this 

webpage. 
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3.1 Membership benefits 

Membership benefits for individuals, organisations, sponsors, funders and the public in general need to 

be clearly described. Statements relating to advancing the careers of membership, recognition, 

mentorship, international recognition, financial benefits etc are generally reflective of the advantages of 

belonging to the registration body or voluntary association. A comprehensive list of ideas is included in 

Annexure D under ‘Supporting Documents’.  

3.2 Membership categories & fees 

The organisation needs to provide a clear indication of the different categories of membership and the 

associated fees. These could include once off membership application fees (e.g. international register for 

engineering professionals), annual registration renewal fees per membership category or new 

membership fees. These financial aspects need to be adequately described so that members or potential 

members have an indication of what the membership fees would cover, such as: subscriptions to 

newsletters/magazines; discount on events or conferences; free workshops on changes in policies, 

workshops to develop skills and assessment of potential members or academic syllabi within the 

engineering context.  

3.3 Membership requirements 

Here you will outline the type of qualifications, experience, and/or registration requirements for each 

category of registration.  

3.4 Application forms  

This page will contain the application forms for downloading or applying online. Supporting 

documentation such as ID, photo, qualification certificates and registration status will be listed. 

3.5 Who is registered, or who are the members?  

Search for registered professionals or registered candidates. 

Membership

Existing 
Members

Upgrade 
membership

Renew 
subscriptions

Access your 
account

New 
Members

Browse/search 
memberships

Join
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Search for member companies belonging to a corporate voluntary association  

 

4 News & Events 

This section of the webpage is created to promote the latest news about the organisation and to promote 

events.  

4.1 News  

Links would include media statements, news of new codes or standards, new legislation or legislation out 

for comment, a website gallery with photographs of attendees at events, new projects being undertaken 

or completed, award functions, presidential/council visits or any photographs reflecting the organisation’s’ 

involvement in the community. Any activities promoting the ideals/principles and values might be included 

in this section of the website. 

4.2 Events including training 

Events may include training, technical meetings, and site visits among others. The description and dates 

should be included as well as the booking process. This should ideally be an online system, where 

attendance can be tracked and correspondence can be automated, however this is optional and would 

require a greater investment into the system.  

Should the organisation host (or be involved with) any conferences, the News & Events page might include 

specific links detailing the conference. Details could include a short description/overview/theme of the 

conference, links for registration, bio summaries of keynote speakers, call for papers, paper/presentation 
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submission details, conference programme (draft/final), networking events and information for sponsors 

or industry related advertisers. 

5 Documents/Publications  

The organisation’s most current documents and information are displayed on this webpage. This may 

include a monthly magazine or journal, research documents, career guidance material, annuals reports, 

policy documents and the likes. 

The organisation may also choose to sell Codes and Standards, discipline or sector specific technical books 

or textbooks for engineering students. These may be advertised and ordered by downloading, completing 

and submitting an order form, or may be purchased online if Payfast, Paygate or PayPal are set up. This 

online payment system could also be utilised to make payments for events and courses. The site may also 

include links to access digital libraries, magazines and journals. 

Although not publications, the organisation may also wish to sell memorabilia such as branded clothing 

(ties, jackets, t-shirts), membership pins, pens, glasses, or other merchandise. 

The site may have a members’ only area for exclusive access to presentations and articles. The layout of 

the site depends on the documentation that is available for publication. 

6 Sections 

Sections, divisions, branches, or special interest groups within the organisation’s structure may wish to 

have their own pages on the site, or may set up standalone websites, in which case an overview of each 

unit and links to their sites need to be included. 

7 Contact Us 

The Contact Us page is accessed from the menu bar. Office hours, contact and location details, a map, and 

online query functionality are included in this section. Typical details include: 

• Details of office locations 

• Maps and directions (GPS coordinates, if available) 

• Physical address/Postal Address 

• Email 

• Telephone 

• Address details for Satellite Offices 

• Address details for Branches 

• Embedded Google Map listing 

• Contact Us form 
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8 Sign-In 

The sign-in page provides access for members to the Knowledge Hub and Council officials to access 

documents such as business plans, budgets, agendas, memorandums, and minutes of Council meetings. 
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1 Introduction 

This document aims to assist Council or Board members to develop or enhance the content of their 

Registering Body’s website, and to offer ideas for additional structures and processes they could consider 

to strengthen their organisation.  

Before commencing on designing the website, it would be advisable to read the ‘Overview’ section and 

watch the video under ‘Structure of a Site’ under ‘PEI Development Toolkit’ on the AEP Portal 

http://aepportal.com/. Having gained an understanding of how to structure a website, Council or Board 

members should work through this document and the document under ‘Data Structures’ to select or 

markup the content that would be relevant to the organisation, and the data and processes required. Once 

agreed this will form a scoping document for sharing with the website developer.  

Few website developers understand the operations or requirements of registering bodies. The material 

provided will be invaluable to minimise the time to scope the site requirements, and to ensure that the 

developer has a thorough understanding of the Council’s requirements. 

Before marking up the selected sections in this document, use the Find and Replace option in Word to 

replace: 

• [RB Name] with the name of the registering body 

• [RB Acronym] with the acronym for the registering body. If the body does not have an acronym, also 

replace all incidences of [RB Name] with the name of the registering body 

• [Country Name] with the name of your country 

Please note that the square brackets [ ] must be included in the selection, as they should be removed from 

the document content. If you would like the replaced Name or Acronym to be regular text and not italics, 

when using Find and Replace, select More, Format, Font, Regular.  

The term Council has been used throughout for the pinnacle structure through which decisions are made. 

Should your organisation be named a Registering Board rather than an Engineering Council, it will be 

necessary to find and replace the use of the word Council throughout with Board or the Board in some 

instances. As nomenclature and rules vary per body, additional guidance to registering bodies is 

highlighted in yellow, and numbers which must be adjusted are highlighted in mustard.  

2 Home Page 

The home page should include the organisation’s name, acronym, logo, contact details, links to other 

organisations, teasers to other pages on the site and a welcoming introductory statement about the 

organisation.  The following introductory statements are provided as examples. 

Ensuring the welfare of society through engineering professionalism 

The home of professional practice in engineering for the benefit of [Country Name] 

Engineering excellence for sustainable development and prosperity in Africa 

Creating a better future for all through sustained excellence in the engineering profession 

http://aepportal.com/
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These could be combined as follows:  

As [Country Name]’s statutory body responsible for the engineering profession, we are committed to 

ensuring the safety, health and welfare of society. Our core purpose is to set and maintain internationally 

recognised standards for engineering qualifications, professional competence and ethics to ensure 

professionalism in engineering practice in [Country Name]. 

3 About Us 

The About Us section will provide details about the organisation as outlined in the following sections. The 

landing statement may read something like the paragraph below: 

Engineering professionals are essential in a modern society and their education, training, experience, and 

professional competency must be at a minimum acceptable level. The promotion and regulation of 

engineering practice is considered a key component of infrastructure development. In [Country Name] 

excellence in engineering is encouraged through a programme of ongoing accredited professional 

development and registration. 

3.1 What is [RB Name]? 

The [RB Name] ([RB Acronym]) was established in terms of the Engineers’ Act xxx (no.) of yyy (year) (EA) 

[RB Acronym]’s primary role is to regulate the engineering profession in accordance with the requirements 

of the Act.  The main objectives of the Act are to:  

• Protect the public by ensuring engineering services are provided by a registered engineering 

professional in a professional and competent manner 

• Protect the environment by drawing attention to the need for professionals to develop solutions that 

have minimum impact on the environment 

• Maintain public confidence in the standard of services provided by registered engineering 

professionals 

• Uphold the standards of practice of registered engineering professionals 

The core functions of [RB Acronym] are the accreditation of engineering programmes, registration of 

persons as professionals (in various categories) and regulating the conduct of registered persons.  The Act 

gives [RB Acronym] the mandate to serve the public interest in all matters relating to engineering.  These 

responsibilities include public health and safety, protection of the environment, enforcement of ethical 

practice and promotion of effective engineering in the interests of competitive industry and national 

development.  The Act empowers [RB Acronym] to perform a variety of functions, some of which are 

outlined below. 

• Set and maintain internationally recognised standards of engineering qualifications, professional 

competence and ethics 

• Hold the [Country Name] register of engineering professionals 

• Establish and audit academic standards, through an accreditation process of programmes at Tertiary 

Education Institutions 
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• Provide guidelines that specify [RB Acronym]’s requirements for ongoing professional development 

in the registration categories of: Professional Engineer; Professional Engineering Technician and 

Technologist/Incorporated Engineer; Professional Certificated Engineers; and Specified Categories 

• Prescribe and enforce the standards for Continuing Professional Development and revise these as 

and when required 

• Determine the period within which registered persons must apply for renewal of their registration 

and administer the renewal process 

• Prescribe a Code of Conduct and Codes of Practice and enforce professional conduct through 

appropriate Investigating Committees and a Disciplinary Tribunal 

• Identify work of an engineering nature that should be reserved for registered engineering 

professionals 

• Advise other entities within the built environment and the Minister of [Xxxx Xxxx] on matters relating 

to the engineering profession and related matters 

• Provide recognition of professional associations (engineering societies, institutes, institutions and 

voluntary associations) that adhere to requirements of the Act 

• Compile and publish a guideline tariff of fees for consulting work, in consultation with government, 

the profession and industry 

3.2 What is Engineering? 

The term engineering is derived from Latin - ingenium, meaning "cleverness" and ingeniare, meaning "to 

contrive, devise”. 

Engineering is an activity and a profession that serves the economy, the community by way of engineering 

services, and the people by way of products from processed food and clothing to advanced technology 

such as computers and mobile devices.  It does so by purposeful application of engineering sciences, 

technology and techniques to achieve predicted and effective solutions, using available resources 

efficiently and managing risks.  In the engineering profession, knowledge of the mathematical and natural 

sciences (gained by study, experience and practice), is applied with judgment to develop ways to 

economically utilise materials and forces of nature for the benefit of civilisation. 

In [Country Name], an engineering professional is someone who has gained a sound understanding of 

engineering principles; and can integrate existing technology and research findings into engineering 

practice.  It is a person that can innovatively apply engineering and scientific knowledge to the research, 

planning, design, implementation, and management of work in both the natural and built environments 

in solving complex engineering problems. 

[RB Acronym] recognises many engineering disciplines including aeronautical; agricultural; chemical; civil; 

electrical, electronic, systems & telecommunications; industrial; mechanical; metallurgical, mining and 

textile engineering. Within each of the disciplines, there are many sub-disciplines. Engineering 

professionals would generally complete their education, training, and initial experience in the broad 

discipline, but would specialise in time into one of the many sub-disciplines associated with each discipline. 

Engineering professionals are to be found in many industry sectors including academia, consulting, 
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contracting, construction, manufacturing, mining, process industries, services, and public sector utilities 

and infrastructure departments, among others.  

3.3 Why regulate the Engineering Profession? 

In service to society, enhancing economic activity and developing national infrastructure, engineering work 

is accompanied by risks to health, safety, environment, and sustainability.  Safeguarding against the 

hazards associated with engineering is not enough, engineering work must also be carried out effectively 

and efficiently. 

The intention of regulating the engineering profession is to maximise benefits and minimise risks 

associated with engineering activities. Recognising and mitigating potential negative impacts relies on the 

competence and accountability of engineering professionals.  Registration is a method of recognising the 

competency and ensuring accountability of engineering practitioners. 

Regulation of a profession implies the setting of standards, keeping a register of competent persons who 

meet the standards and awarding professional titles. Regulation may be statutory (in terms of an Act of 

Parliament), or non-statutory where regulations are voluntarily established by the elected governing body 

of the profession. 

Balancing of positive and detrimental effects/risks/impacts on the health and safety of people (both the 

public and the workforce), on the physical environment as well as the sustainability for future generations 

are important considerations for the professional engineering practitioner. Regulation can ensure that 

engineering work is performed by competent and accountable registered professionals. 

Engineering professionals are expected to abide by the Code of Conduct. The attributes required of 

registered professionals are designed to ensure that they: 

• Uphold the standards designed to protect the public in terms of safety and health 

• Develop sustainable solutions 

• Are mindful of protecting the environment on all projects in which they are involved 

• Use clients’ funds responsibly 

• Respect the honour the standing of the profession 

• Strive to improve their professional skills and those of their subordinates 

• Encourage excellence within the engineering profession 

• Behave ethically and in accordance with generally accepted norms of professional conduct 

The Code of Conduct is revised from time to time and any amendments are published in the Government 

Gazette as a Board Notice. 
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3.4 Vision, mission & objectives 

 Vision 

[RB Acronym] has a vision to achieve professionalism amongst practicing engineering professionals and 

engineering consulting firms, to safeguard public interest, improve quality of life, protect the environment 

as well as to be recognised as the voice of engineering in [Country Name] and in the rest of Africa.  

Vision statements may include one or a combination of the statements below: 

[RB Acronym] strives to be a world-class regulatory body for Engineering Professionals in [Country Name] 

[RB Acronym] strives to create an environment to support people’s needs and aspirations, created by competent and ethical 
engineering practitioners 

[RB Acronym] is focused on transforming [Country Name] through world class engineering excellence 

[RB Acronym] is focused on safeguarding the public and environment through the development and registration of competent 
and ethical engineering practitioners 

[RB Acronym] strives to uphold exceptional engineering practice and technological innovation for the benefit of [Country Name] 
and beyond 

[RB Acronym] strives to achieve professionalism amongst engineering practitioners, to safeguard public interest, to improve 
quality of life and to protect the environment for the benefit of the people of [Country Name] 

[RB Acronym] seeks to create an environment where the public has confidence in the engineering profession’s ability to bring 
about socio-economic growth in [Country Name] 

[RB Acronym] seeks to create a society of creative professionals delivering innovative engineering solutions for [Country Name] 

[RB Acronym] seeks to develop and showcase outstanding accomplishments in the Engineering Profession of [Country Name] 

 
A combination of the above many read: 
 

[RB Acronym] strives to be a world-class/leading professional engineering organisation that advocates internationally 
accepted standards of engineering practice and technological innovations, achieves competence among practicing 

professionals and ensures safe, efficient and effective engineering infrastructure, systems and processes for [Country 

Name]. 

 Mission 

The mission outlines how to achieve the Vision. The mission should outline what the organisation does, 

how it is does and what it does for its ‘beneficiaries’, in this case students, graduates, registered 

professionals, the public and the country. This mission entails developing competent engineering 

professionals as well as establishing quality engineering services through capacity building and enforcing 

compliance with engineering standards. This is done through encouraging engineering excellence amongst 

the engineering fraternity (including engineering consulting firms), to enhance their competitiveness and 

professionalism in the African region. 

Possible statements to include in the Mission are listed below. 

to safeguard the public health, safety and the built environment in [Country Name] from unscrupulous engineering practitioners 

to set and maintain internationally recognised standards for engineering education, professional competence and ethics in 
[Country Name] 
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to maintain internationally recognised standards of competence and commitment for the engineering profession to the benefit 
of society 

to maintain internationally recognised standards to enhance professionalism, innovation, productivity and industrial 
development 

to enable the engineering community to progress their professional development and make an impact on the African Continent 

to promote professional development, regulate and monitor engineering training and practice in [Country Name] 

to encourage engineering professionalism and inspire practitioners and firms to create ingenious infrastructure solutions 

to enhance performance levels and promote innovation and creativity to achieve international acclaim for engineering ingenuity 

 
A combination of the above many read: 
 
[RB Acronym]’s mission is the promotion, regulation and monitoring of professional development and 

training; engineering practices; and ethical conduct of engineering practitioners for the benefit of [Country 

Name]. The approach is to maintain internationally recognised standards for the enhancement of 

professionalism, innovation, productivity, and industrial development.   

 Objectives 

[RB Acronym]’s purpose is to advance the science and practice of engineering for the benefit of [Country 

Name]. [RB Acronym] accredits tertiary engineering courses in line with international standards, it sets and 

maintains professional standards for its members (consistent with international benchmarks), encourages 

the development of engineering knowledge and competencies, facilitates the exchange of ideas and 

information, and informs and advises community leaders and decision makers about the engineering 

profession and engineering issues. 

[RB Acronym]’s objectives are to: 

• Determine and uphold standards for education through accreditation of engineering qualifications 

• Register engineering practitioners according to international standards 

• Develop and sustain a relevant, transformed, competent and internationally recognised engineering 

profession 

• Educate the public on expected engineering quality standards 

• Protect the interest of the public against sub-standard quality of engineering work 

• Instigate regulatory efforts to ensure environmental protection 

• Engage with government to orientate and advise on engineering activities and services and support 

national priorities 
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3.5 Core values & principles 

Note to Registering Bodies: There are long lists of core values and principles published by various organisations. A 
comprehensive list is shared below, but it would be preferable to select only the key attributes associated with the 
organisation.  

 Engineering professionals  

Engineering professionals work to enhance the wellbeing of society. In doing so they are required to 

maintain and promote high ethical standards and to adhere to a Code of Conduct.  There are four 

fundamental principles for ethical behaviour and decision-making. 

3.5.1.1 Honesty and integrity 

Engineering professionals (and collaborators within the engineering field) have a duty to uphold the 

highest standards of professional conduct including openness, fairness, honesty, and integrity. They 

should: 

• Act in a reliable and trustworthy manner 

• Be alert to the ways in which their work and behaviour might affect others and respect the privacy, 

rights and reputations of other parties and individuals 

• Always maintain confidentiality 

• Declare any conflicts of interest 

• Avoid deception and take steps to prevent or report corrupt practices or professional misconduct 

• Reject bribery and improper influence. 

3.5.1.2 Respect for life, law, the environment and public good 

Engineering professionals have a duty to obey all applicable laws and regulations and give due weight to 

facts, published standards and guidance and the wider public interest. They should: 

• Hold paramount the health and safety of others and draw attention to hazards 

• Ensure their work is lawful and justified 

• Recognise the importance of physical and cyber security and data protection 

• Respect and protect personal information and intellectual property 

• Protect, and where possible improve, the quality of built and natural environments 

• Maximise the public good and minimise both actual and potential adverse effects for current and 

future generations 

• Take due account of the limited availability of natural resources 

• Uphold the reputation and standing of the profession. 
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3.5.1.3 Accuracy and rigour 

Engineering professionals have a duty to acquire and use wisely the understanding, knowledge and skills 

needed to perform their role. They should: 

• Always act with care 

• Perform services only in areas in which they are currently competent i.e., in areas for which their 

education, training and experience have rendered them competent 

• Keep their knowledge and skills up to date 

• Supervise and coach those working towards professional registration and assist with the 

development of engineering knowledge and skills of others 

• Present and review theory, evidence, and interpretation honestly, accurately, objectively and 

without bias, while respecting reasoned alternative views 

• Identify, evaluate, quantify, mitigate, and manage risks 

• Not knowingly mislead or allow others to be misled. 

3.5.1.4 Leadership and communication 

Engineering professionals have a duty to abide by and promote high standards of leadership and 

communication. They should: 

• Be aware of the issues that engineering, and technology raise for society, and listen to the 

aspirations and concerns of others 

• Promote equality, diversity, and inclusion 

• Promote public awareness and understanding of the impact and benefits of engineering 

achievements 

• Be objective and truthful in any statements made in their professional capacity 

• Challenge statements or policies that cause them professional concern. 

 [RB Name] 

[RB Acronym] values truth, transparency and accepts responsibility for its actions with its clients, partners, 

communities, and each other. [RB Acronym] displays the following behaviours: 

• Acts first and foremost in the public interest 

• Proactively plans for the future 

• Supports effective governance 

• Consults our members and stakeholders 

• Fosters diversity and inclusivity 

• Supports national collaboration 

• Provides sufficient resources to fulfil our responsibilities 

• Provides effective support and recognition for volunteers, staff, and members. 

The core values that are an integral part of [RB Acronym]’s corporate culture, are described below.  These 

values guide the Council and our members in our profession. 
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Collaborative 
Teamwork 

• We work as a team to achieve exceptional results 

• We work with unity of purpose irrespective of our different roles in achieving our organisational 
objectives 

Accountable 

• We remain accountable for all our actions and provide details of our performance against targets to 
our stakeholders 

• Doing what we commit to do in an environment of trust and respect and being answerable for our 
failures to meet our committed obligations 

Professional 

• We follow best practice and exercise due care and diligence in the conduct of our day-to-day activities 

• Our conduct is beyond reproach to the highest ethical standards underpinned by quality, timelines, 
trust, and respect 

Transparent 

• Honest, open communication and sharing of information between stakeholders 

• We are open in all our dealings with our members and all other stakeholders and provide easy to follow 
procedures, investigation outcomes and information to all 

3.6 Organisational structure & role 

[RB Acronym] is a complex organisation that is enabled by legislation and governed by its Council. It 

operates through committees populated by professionals and public representatives who offer their 

services voluntarily and it is supported by administrative staff and systems. 

 The Council 

The Engineers’ Act xxx (no.) of yyyy (year) establishes the Council as the highest governing body and 

accounting authority of [RB Acronym]. The Council sets the strategic direction, appoints the CEO, approves 

policies and ensures that it keeps up to date with international standards and national needs through 

networking and ongoing research. 

Section xxx of the Act provides for the composition of the Council. It consists of xxx members appointed 

by the Minister of xxx xxx as the Executive Authority of the Council. In line with governance best practice, 

[RB Acronym] comprises of xxx non-executive members as follows. 

• The President  

• The Deputy President  

• The immediate Past President  

• xxx elected ordinary members 

• The Chief Executive Officer, ex officio 

Note to Registering Bodies: Provide an organisational structure, with names, positions, photographs and short 

profile of Council & main Committee members. 

• All members of the Council are non-executive and independent 

• The Council actively plays its role of oversight and giving strategic direction 

• The Council and Council Committee standing orders and terms of reference are approved by the 

Council. 
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 Functions / Roles 

The principal focus of the Act (which embodies the mandate of [RB Acronym] is to protect the health and 

safety of citizens and the environment from the risks associated with engineering work. The Council needs 

to address the development of the engineering skills pipeline, including education and registration; to 

ensure the protection of the public; to create awareness of the public in terms of professional engineering 

services and to advise government on engineering matters and factors impacting on the development of 

the economy. [RB Acronym] performs both a regulatory and services function to regulate the profession 

and enhance its ability to protect the public.  

3.6.2.1 Regulatory Functions (Mandatory) 

The following regulatory functions are mandatory.  

3.6.2.2 Service Functions (Discretionary) 

• Create awareness of the need to protect public health and safety (act in the interests of the public) 

• Create awareness of the need to protect the environment 

Accredit education 
programmes 

Visit education providers to evaluate programmes and accredit educational standards that meet 
the educational requirements toward registration in each of the professional categories. 

Financial Management Provide audited financial reports. 

Guidelines on professional 
fees 

Define fees for professional services. Publish guidelines and scope of work on an annual basis. 

Identify Engineering Work 
(IDoEW) 

Recommend [RB Acronym]’s identification of the type of engineering work that may be 
performed by persons registered in any category to the relevant government Councils/ 
Departments. 

Manage continuing 
professional development 
and registration renewal 

Determine conditions relating to Continuing Education and Training / Continuing Professional 
Development (CPD). Require registered persons to renew registration at intervals and under 
conditions that the Council prescribes. 

Recognise qualifications  
Recognise and evaluate qualifications. Evaluate foreign qualifications to determinate substantial 
equivalence to [RB Acronym]-accredited [Country Name] Engineering qualifications. 

Recognise graduates-in-
training and support those 
working towards 
professional registration  

Register persons who meet educational requirements in graduates-in-training categories. Provide 
support services to applicants regarding the registration process and other support as requested 
by the applicants. 

Register professionals  

Assess the competency of applicants for registration. Register persons in professional categories 
who demonstrate competency against the standards required to practice engineering in [Country 
Name] in the recognised categories. Maintain a register of registered professionals in [Country 
Name] and on the international register. 

Establish additional 
categories of registration as 
required  

Establish additional discipline specific registration categories as required and specified categories 
of registration to meet health and safety and licencing requirements and register persons in such 
categories. 

Regulate engineering 
practice/professional 
conduct 

Develop, manage and maintain a Code of Conduct, supported where necessary by Codes of 
Practice; enforce the codes of conduct and practice, investigate complaints of improper conduct 
against registered persons, conduct enquiries and impose sanctions (take disciplinary action) 
when required. 

Set Standards 
Develop internationally benchmarked and recognised standards for each registration category. 
Enter into international agreements for the recognition of educational standards and 
registration. Standards relate to engineering education and professional competency. 
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• Align [RB Acronym]’s mandate to Government’s vision and goals, e.g., socio-economic development, 

job-creation and poverty alleviation 

• Advise the relevant government Councils/Departments & Minister of xxx xxx  

• on matters relating to the engineering profession 

• Create public awareness of the engineering profession and the need to use only the services of 

registered professionals 

• Conduct research related to the Engineering Profession 

• Improve standards of services delivered by registered persons 

• Recognise Voluntary Associations 

• Develop and update The Act and Engineering Regulations when required 

• Develop a Strategic Plan to consider long term goals in terms of the skills pipeline; support to 

government and the public; international standards and networks; and diversity and inclusion among 

others 

• Liaise and/or meet with relevant local and international stakeholders and institutions in terms of 

academic and registration standards and furthering the practice of engineering 

• Publish newsletters 

• Encourage employers to commit to the development and training of engineering professionals. 

 Committees 

Committees are an essential part of the structure of [RB Acronym], to allow it to carry out its mandate. 

The Act provides the following powers to the Council in terms of Committees. 

• The Council may establish any committee, including an investigating committee, to assist it in the 

performance of its functions and may appoint any person as a member of that committee. 

• If the Council does not designate a chairperson for a committee, the committee may, at its first 

meeting, elect a chairperson from among its members. 

• The Council may at any time dissolve or reconstitute a committee. 

• To enable the execution of the Council’s mandate to enhance organisational efficiency and 

effectiveness, and in line with Council’s strategy, the Council has appointed xx Committees that 

report to Council. Working or sub-committees may be set up to support committees of Council, to 

carry out the mandate of [RB Acronym]. Council and its committees have approved charters and 

terms of reference, developed in line with best practice in corporate governance and legislative 

compliance. The structure and roles of committees are reviewed and realigned as part of the 

strategic planning process from time to time. 

3.6.3.1 Legal Affairs and Investigations Committee 

This committee is prescribed in the Act. The Committee, through delegated powers from Council, 

investigates alleged improper conduct by registered persons to determine if the Code of Conduct has been 

breached.  The committee needs to investigate matters and to obtain evidence to determine whether or 

not, in its opinion, a registered person may be charged for breach of the Code of Conduct. If that is the 

Case, the [RB Acronym] could lay a charge or charges against that registered person. The committee 

furthermore endeavours to determine trends and initiate preventative steps regarding unprofessional 
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conduct. To this end, it conducts peer counselling meetings, issues advisory letters and generates practice 

notes. 

The committee investigates complaints and where necessary takes action against the registered person in 

the interests of public safety, safeguarding the image of the profession and maintaining professional 

standards.  The committee’s duties include: 

• Promoting ethical practice 

• Investigating reports of misconduct 

• Concluding on the findings of such investigations and pronouncing the appropriate sanction which 

may be one of the following: 

o Dismissing the allegation as unfounded or trivial  

o Warning the professional for misconduct  

o Fining and warning the professional for misconduct  

o Temporarily withdrawing registration while the defendant gains additional experience under 

the supervision of a registered professionals  

o Permanently withdrawing professional registration  

• Publishing the name, complaint and sanction for each case investigated 

• Prescribing a Code of Conduct and Codes of Practice and enforcing such conduct through the work of 

the committee 

• Issuing practice notes on how to avoid falling foul of the Code of Conduct. 

3.6.3.2 Education Committee  

As the custodian of quality assurance in engineering higher education, [RB Acronym]’s Education 

Committee plays an integral role in respect of policy matters relating to engineering education. The 

Education Committee is responsible for decision-making about the accreditation of the range of 

qualifications relating to categories of registration. The committee has the responsibility to advise the 

Council on matters of education in so far as they impact on policy and standards for engineering education. 

More specifically the committee must: 

a. Develop accreditation processes for accrediting qualifications offered in [Country Name] 

b. Assess the general state or aspects of engineering education 

c. Disseminate information that it considers relevant to engineering education to education providers, 

industry or other relevant communities 

d. Consult with education policy makers and education providers and exchange information  

e. Consult with engineering employers and exchange information  

f. Ensure the appointment of teams to carry out accreditation visits of tertiary education institutions 

and monitor their activities  

g. Withdraw accreditation from a programme on the recommendation of an accreditation 

teams 

h. Develop processes for assessing foreign qualifications  

i. Ensure the appointment professionals to assess foreign qualifications and monitor their findings 
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Note to Registering Bodies using this material: 

In developing the accreditation processes the committee must incorporate the graduate attributes per category of 

registration as outlined by the International Engineering Alliance. Graduates need to have understood the 

theoretical underpinning of their chosen discipline or subdiscipline, and to become problem-solvers able to manage 

the type of work expected of their level of education. Accreditation bodies are expected to monitor and ensure that 

the appropriate standard is achieved. The attributes to be assessed are broadly: 

1. Knowledge: Apply knowledge of mathematics, natural science, engineering fundamentals and an engineering 

specialisation according to the level of complexity required of an engineer, technologist or technician.  

2. Problem analysis: Identify, formulate, research literature and analyse engineering problems, reaching 

substantiated conclusions in line with the level of complexity required for the qualification. 

3. Design/development of solutions: Design solutions of complexity, according to qualification-level requirements, 

for engineering problems, systems, components or processes that meet specified needs, with appropriate 

consideration for public health and safety, cultural, societal and environmental considerations. 

4. Investigation: Conduct investigations of engineering problems of relevant complexity using appropriate research 

techniques to draw valid conclusions. 

5. Modern tool usage: Select and apply appropriate techniques, resources and modern engineering and IT tools to 

engineering problems. 

6. The engineer and society: Assess societal, health, safety, legal and cultural issues and the consequent 

responsibilities relevant to professional engineering practice and solutions to engineering problems. 

7. Environment and sustainability: Understand and evaluate the sustainability and impact of engineering work in 

the solution of engineering problems in societal and environmental contexts.  

8. Ethics: Understand and apply ethical principles and commit to professional conduct and responsibilities, and 

norms of engineering practice. 

9. Individual and teamwork: Function effectively as an individual, and as a member or leader in diverse teams.  

10. Communication: Communicate effectively on complex engineering activities with the engineering community 

and with society at large. 

11. Project Management and Finance: Demonstrate knowledge and understanding of engineering management 

principles and economic decision-making, and apply these to own work, as a team member or a team leader. 

12. Lifelong learning: Recognise the need for, and have the ability to engage in, independent and life-long learning 

in the broadest context of technological change. 

These attributes will be updated from time to time based on updates issued by the International Engineering 

Alliance. See Appendix G for the 2013 for attributes.  

3.6.3.3 Registration Committee  

The Registration Committee is composed of xx members and has the following responsibilities: 

a. Consider and decide on policy matters relating to registration 

b. Develop standards and procedures relating to registration 

c. Select suitable assessors and reviewers to process applications for professional registration and 

ensure that they are adequately trained on the requirements  

d. Process applications including examining the training and qualifications of persons seeking 

registration 

e. Arrange for professional interviews of applicants whose submitted applications satisfy the registration 

requirements 

f. Carry out professional interviews 
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g. Consider the quality of experience of applicants in accordance with the provisions of the Act 

h. Register applicants who satisfy the requirements in line with the provisions of the Act. 

i. Consider and decide on recommendations relating to the refusal of applications 

j. In the event that the committee are unable to agree on a decision for refusal, the matter must be 

referred to the Council for a decision. 

Note to Registering Bodies using this material: 

 

In developing the registration requirements, the committee must incorporate the professional competencies per 

category of registration as outlined by the International Engineering Alliance. The IEA specifies that a person ready 

for registration should be able independently to: 

1. Comprehend and apply knowledge of complexity relevant to category of registration, which underpins good 

practice 

2. Comprehend and apply knowledge specific to the jurisdiction of the area of practice 

3. Define, investigate and analyse engineering problems 

4. Design or develop solutions to engineering problems 

5. Evaluate the outcomes and impacts of engineering activities 

6. Recognise the reasonably foreseeable social, cultural and environmental effects of activities, consider the need 

for sustainability, and recognise that the protection of society is the highest priority 

7. Meet all legal and regulatory requirements and protect public health and safety in the course of engineering 

activities 

8. Conduct activities ethically 

9. Manage part or all of one or more engineering activities 

10. Communicate clearly with others in the course of engineering activities 

11. Undertake CPD activities sufficient to maintain and extend competence 

12. Exercise sound judgement in the course of engineering activities and choose appropriate solutions  

13. Be responsible for making decisions on engineering activities 

 

These competencies will be updated from time to time based on updates issued by the International Engineering 

Alliance. See Appendix G for the 2013 for competencies. Please note that when rating the competence of applicants, 

they are must consistently demonstrate competence in each outcome and not only partially achieve competence in 

selected outcomes. Elaborate scoring systems should not be used to decide on readiness for registration, the 

applicant is either competent or not.  

3.6.3.4 The Finance, Risk and Audit Committee 

The overall objective of the Committee is to assist the Council with its responsibility of ensuring that 

adequate systems and controls are in place, thus ensuring the safeguarding of assets, assessing the going 

concern status, reviewing the financial information, and overseeing the preparation of the annual financial 

statements. The Committee also assists the Council in fulfilling its responsibilities of risk management by 

ensuring that management identifies and addresses significant risks impacting on its strategic objectives 

and the environment within which the Council operates. The committee has an extensive range of 

responsibilities. 

Note to Registering Bodies: In smaller bodies the number of formal systems, processes and controls may not be 

needed, however, councillors are urged to be vigilant about the financial affairs and governance of their organisation.   
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Financial 

a. Consider the annual budget and recommend to Council for approval 

b. Monitor and report on all income and expenditure to Council 

c. In collaboration with the CEO, decide on investment policies for purposes of optimally investing 

Council’s funds within the limits provided for in the Act 

d. Approve unbudgeted expenditure to a maximum of xx% of the Council’s expenditure budget in any 

particular financial year 

e. Grant exemption from payment of annual fees, or any part thereof, to any person registered in terms 

of the Act, in accordance with any policy approved by Council pertaining to exemptions 

f. Write off any annual fees in arrears or monies payable to Council which prove impracticable to 

recover 

g. Determine the quantum of annual fee increases  

h. Determine the annual increase for staff  

Internal Audit 

i. Ensure that an internal audit function is in place, which may be subject to an independent quality 

review, as and when the Committee determines it appropriate 

j. Receive and oversee internal audit reports and recommendations 

Good governance and risk management  

k. Monitor the application of good governance principles by [RB Acronym] 

l. review and monitor the process in place to ensure that [RB Acronym] complies with all relevant legal 

and statutory requirements 

m. Develop and apply a Risk Register 

n. Ensure that risk management assessments are performed on a regular basis 

o. Ensure that management considers and implements appropriate risk responses 

Audit 

p. Recommend the appointment of external auditors for the approval of Council  

q. Approve the terms of engagement and remuneration for the external audit engagement 

r. Review the quality and effectiveness of the external audit process 

s. Review annual financial statements and recommend to Council for approval 

t. Review and comment on the annual report and recommend the final report to Council for approval. 

3.6.3.5 International Affairs Committee 

[RB Acronym]’s international obligations fall under the mandate of the International Affairs Committee. 

The committee liaises with accreditation and registration committees (regionally and international) and 

has the following responsibilities. 

a. Consider and advise on policy, procedures and issues relating to international matters 

b. Promote, coordinate and advise with regard to Educational Accords, Registration Recognition 

Agreements and other regional and international agreements  

c. Advise on the revision of the policy on international travel 

d. Deploy, in consultation with the CEO, competent representatives to international meetings 

e. Monitor compliance of international agreements and guide the administration on any obligations 

imposed by such an agreement, entered into by [RB Acronym] 

f. Advise Council on whether to join any international body with which it has not previously engaged 
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3.6.3.6 Engineering Standards Generating Body  

The Engineering Standards Generating body is composed of xx members and has the following 

responsibilities: 

a. Determine new fields for which qualifications and the related standards should be developed 

b. Project or forecast the linkage between the field and the national economy 3, 5 and 10 years hence 

including, but not limited to, predicting whether the field is likely to grow, shrink or become obsolete, 

and what its importance to the economy is likely to be and in what way it is likely to change 

c. Generate competency standards and qualifications associated with the field in consultation with 

relevant Quality Councils 

d. Update and review competency standards and/or qualifications 

e. Consult interested and affected parties 

f. Recommend standards and qualifications to the relevant Quality Councils 

g. Recommend criteria for the registration of assessors and moderators or moderating bodies 

h. Perform such other functions as may from time-to-time be delegated to it by the Council 

3.6.3.7 Sub-Committees of Council 

Sub-committees address key issues relating to the operation of the organisation and engagement with 

stakeholders. They include the:  

• Communications and Information Committee which handle public relations, social media and the 

dissemination of the information  

• Fees Committee which reviews the recommended annual increase in Consulting Fees  

• Information and Technology Committee which advises on the use of technology in the organisation   

• Continuing Professional Development (CPD) Committee, which develops the guidelines on CPD and 

monitors the qualify of CPD offered by Voluntary Associations  

• Deans Advisory Committee which engages with the Deans of Tertiary Education Institutions annually 

or more frequently as required on education matters 

• Voluntary Associations Committee which sets the standards for what is required of Voluntary 

Associations and monitors performance. 

3.7 Policies & key documents 

[RB Acronym] is governed by the Engineering Act. Regulations are generated from time-to-time to cover 

the practice of engineering. These include publishing the Code of Conduct and updates as required. Key 

policies, standards, and charters are developed and published to cover education and registration 

standards, and the operation of committees among other documents.  

Note to Registering Bodies: Please upload the Act, regulations, policies, standards and key documents. 

4 Registration 

[RB Acronym] is the only recognised professional registration organisation for engineering in [Country 

Name]. and demands high engineering standards and work ethic of those applying for registration.  
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4.1 Benefits of Registration 

The recognition of the Engineering Profession by other professions, locally and abroad, gives a wide 

spectrum of stakeholders including the public, employers, and individuals a measure of protection and 

“peace of mind”. 

 Benefits for the Public  

Engineering professionals play a vital role in society by influencing and improving everyday life. Daily, 

millions of people entrust their health and personal safety to products and applications that engineers 

develop. It is important that engineers possess the right knowledge and skills and have the relevant 

professional experience to develop safe, cost effective, sustainable and environmentally friendly solutions.  

 Personal Benefits 

When registered, engineering professional can enjoy: 

• Improved marketability – More and more employers are seeking to employ registered professionals 

as professionalism of staff is crucial to remain competitive in the marketplace. Unregistered persons 

will find it increasingly difficult to find employment in responsible engineering positions.   

• Use of Reserved Titles – The Act entitles professionals to use post-nominals describing their category 

of registration, such as Professional Engineer (Pr Eng, or P Eng), Professional Engineering 

Technologist (Pr Tech Eng) or Incorporated Engineer (Inc Eng) and Professional Engineering 

Technician (Pr Techni Eng or Eng. Tech). Using any of these titles, if not registered with [RB Acronym], 

is a criminal offence under the Engineering Profession Act. 

• Peer recognition – In recognition that they have met the minimum requirements expected of a 

professional, engineering professionals can enjoy recognition by colleagues and other practitioners 

in the industry. 

• Public recognition – Recognition associated with professional registration instils a sense of 

confidence in the mind of the public, since they can be assured that competence has been assessed 

by other professionals knowledgeable in their fields of expertise. 

• Membership of Voluntary Associations – Many institutions and society only grant for corporate 

membership to registered engineering professionals. Professionals who are members in good 

standing of recognised voluntary associations enjoy certain discounts with [RB Acronym]. 

Engineering practitioners are urged to register in the interests of developing their careers. 

 Benefits for Employers 

The success of companies delivering engineering services and products is greatly enhanced when 

employing engineering professionals. Employers could experience the following benefits. 

• Increased business opportunities – The public and potential clients respond well to the fact that an 

organisation employs professionally registered personnel. When working with the public sector, 

which demands professional registration of service providers, more registered personnel mean that 

companies can take on more projects. 



 
AEP Website Toolkit 
Africa Catalyst Programme 
 

 

37 | P a g e  

• Insurability – Access to professional insurance (otherwise known as professional indemnity) is only 

available to organisations employing registered professionals. Having professional indemnity offers 

companies peace of mind, without which, in the case of even unintentional errors, they would be 

sued and could face bankruptcy. 

• Professionalism – Registered professionals have developed the competence to solve problems, 

innovate, use their initiative and offer strategic direction in matters relating to engineering solutions. 

This is particularly important when management do not have an engineering background. 

• Statutory compliance and protection – By appointing an appropriately registered professionals, the 

employer not only takes appropriate action in terms of safeguarding the public but will also comply 

with statutory requirements. Any contravention of this requirement may expose an employer to 

criminal prosecution. 

• Training capacity – Employing registered professionals offers capacity to supervise, mentor and train 

future graduates towards professional registration. This will allow companies to develop a pipeline of 

engineering professionals. 

Employers are urged to ensure that its employees in any of the relevant engineering categories are 
registered with [RB Acronym] and that they are supported to maintain their registration. Employers are 
also urged to invest in the training and development of graduates towards professional registration to 
ensure that they have a continuous stream of talent to contribute to the development of our economy. 

 Complaint against a registered person 

Despite [RB Acronym]’s best efforts to ensure competence in the profession, there will be times when the 

work or behaviour of a professional will not be satisfactory. Recipients of engineering services or those 

working alongside the registered person who have reason to believe that the service or behaviour of an 

engineering professional is unsatisfactory, may lodge a complaint, outlining the allegations in detail on the 

following form, along with any supporting documentation, if relevant. It should be noted that the 

complaint will be shared with the registered person against whom the complaint has been levelled to get 

their input.  

The complaint will be investigated, and a decision will be made which may be one of the following:  

• Dismissing the allegation as unfounded or trivial  

• Warning the professional for misconduct  

• Fining and warning the professional for misconduct  

• Temporarily withdrawing registration while the defendant gains additional experience under the 

supervision of a registered professionals  

• Fining and permanently withdrawing professional registration. 

 

Download Misconduct/Malpractice form: www.rb.org/complaint  

http://www.rb.org/complaint
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4.2 Categories of Registration  

In terms of the Act, the Council is empowered to register graduates, as persons in training, who must work 

under the supervision of a registered professional; and to register engineering practitioners who are ready 

for registration in categories as shown in the following table, as engineering professionals.  

Note to Registering Bodies: Edit this table to match your requirements. 

Category 
Academic Qualification 

(Professional & Candidate) 
Minimum Experience 

(Professional) 

Professional Engineer 
BSc(Eng), BEng, BEng(hons) (4 or 5 
years) 

3 years 

Professional Engineering Technologist, 
or Incorporated Engineer, or  

Technologist Engineer  

BTech (Eng), BEngTech, HND 3 years 

Professional or Certified Engineering 
Technician 

NDip in Engineering (3 years) 3 years 

Professional or Certified Engineering 
Technician 

Dip in Engineering (2 years), or  

Advanced Certificate  
4 years 

Professional Certificated Engineer 
Government Certificate of Competency 
for Engineers, Mine Managers, Marine, 
Electrical and Mechanical Engineers 

3 years in responsible position. 

1 year must be as the engineer 
appointed in terms of an applicable 
Act 

Master or Certified Craftsperson Craft Certificate  2 or 4 years 

 

The Act also allows for the registration of individuals in certain Specified Categories. These may be added 

as the need it identified and may be categories such as: Lifting Inspectors; Lifting Machinery Inspectors; 

Medical Equipment Maintainers; Fire Protection System Inspectors. 

4.3 Right to Practice  

Registration is a statutory requirement if an engineering practitioner: 

• Performs consulting engineering work 

• Takes responsibility for the performance of engineering work 

• Performs functions as laid down in certain statutes (e.g., National Building Regulations) 

• Wishes to become a full member of some recognised Institutes. 

4.4 Educational Requirements for Registration 

Meeting the educational requirements for a category is a first step toward registration in a professional 

category and is the sole requirement for registration in a candidate or in-training category (except in the 

case of Candidate Certificate Engineers where the Government Certificate of Competency is required). The 

educational requirements may be met by: 

• Holding an accredited qualification or qualification(s); or 

• Holding a qualification or qualification(s) recognised under an international agreement; or 

• Holding qualification(s) that are evaluated by [RB Acronym] as being substantially equivalent to an 

accredited qualification. 
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Recognition and evaluation of qualifications is a standard procedure and is measured according to the 

educational standards set in the Washington, Sydney and Dublin Accords. Applicants for registration who 

do not hold a qualification from an accredited programme or who are not recognised through international 

agreements must have their educational achievement evaluated before applying for registration.  

 Accredited Qualifications  

The following engineering programs are accredited by [RB Acronym]. 

Note to Registering Bodies: Please list the tertiary education institutions in your country (and others if applicable) 

and the specific qualifications which you recognise per institution in the following table.  

Institution Accredited programme  

  

  

  

  

 Recognised International Engineering Alliance Accords and Agreements 

The Council recognises qualifications offered by institutions which have been recognised by the 

international education accords listed on the following table. Applicants with foreign qualifications should 

check whether their qualifications are recognised under one of the Accords.  

Washington Accord (mutual recognition of educational 
qualification for education of engineers) 

http://www.ieagreements.org/accords/washington/signatories/ 

Sydney Accord (mutual recognition of educational 
qualification for education of engineering technologists) 

http://www.ieagreements.org/accords/sydney/signatories/ 

Dublin Accord (mutual recognition of educational 
qualification for education of engineering technicians) 

http://www.ieagreements.org/accords/dublin/signatories/ 

 Recognition of City and Guilds Qualifications  

Note to Registering Bodies: If your country recognises City and Guilds qualifications, you may include this section.  

Qualifications as shown in the table below, which have been accredited by City and Guilds in the past xx 

years are recognised by [RB Acronym]. 

Technician Level 5: Advanced Diploma  

Technologist  Level 6: Graduate Diploma  

 Recognition of unknown qualifications 

Qualifications that are not accredited or recognised by [RB Acronym] (or through the International 

Engineering Alliance Accords) are subjected to an evaluation process to determine their substantial 

equivalence to accredited qualifications. When applying for recognition of a qualification not recognised 

by the Council, it will be necessary to supply: 

• Certified Copy of Original Qualification (in language of origin) 
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• Certified Copy of Qualification in English   

• Certified Copy of Full Official Academic Record in English  

• Curriculum (if not in English, a sworn translation thereof into English).  A curriculum shows: 

o The entry requirements to the qualification 

o The length of the study period to obtain the qualification 

o The list of subjects of the qualification 

o The number of credits per subject 

o The total number of credits for the qualification 

o How the credits are calculated 

o The level (academic complexity) of each subject 

• Final Year Project (if not in English, a sworn translation thereof into English)  

• Detailed Syllabus (if not in English, a sworn translation thereof into English). This might be requested 

at a later stage during the registration process and will list: 

o The topics covered in each subject 

o The pre-requisites for the subject 

o The number of credits for the subject 

o The number of contact hours per subject 

o The calculation criteria for the final mark 

o The pass rate for the subject. 

4.5 Registration of graduates in training  

The categories for registering those in training are the following. 

Note to Registering Bodies: Please edit the list below to match your graduate-in-training categories.  

• Candidate Engineer or Engineer-in-Training  

• Candidate Engineering Technologist or Engineering Technologist-in-Training or Incorporated 

Engineer-in-Training  

• Candidate Engineering Technician or Engineering Technician-in-Training 

• Craftsperson-in-Training  

• Candidate Certificated Engineer or Certificated Engineer-in-Training. 

Registration as a candidate, graduate or in-training is intended for persons who have completed their 

engineering education and are gaining experience in the workplace prior to registration. Application for 

registration in the candidate category requires certified proof that the applicant holds a recognised or 

accredited academic qualification. A candidate is undergoing training, gaining experience and may do 

engineering work under supervision of a professional.   

When graduates register with [RB Acronym] it demonstrates their identification with the ideals of the 

profession and their aspiration to become a registered professional. This offers employers comfort as to 

the intention of the graduate and they are more likely to offer them formal support or enrolment in 

structured training programmes, which will prepare them for professional registration. 
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4.6 Registration as a Professional 

[RB Acronym]’s registration process covers: 

• The evaluation and recognition of educational standards (described in section 4.4) 

• The assessment of that individual’s competence. 

The difference between the categories of registration is based on the complexity of engineering problems 

and activities. After obtaining the required qualification and experience, [RB Acronym] registers 

engineering practitioners in the following professional registration categories. The competence 

requirements shown are a summary of those published in the [RB Acronym] competence standards.  

To be ready for registration a practitioner is expected to have completed the minimum years of practice, 

post-graduation as specified under section 3, and must have achieved the level of complexity required of 

problem solving and managing engineering activities, as specified in the competence standards. He or she 

must have worked with minimum supervision at the performing level for a period of 12 months before 

being applying for registration.  

Category Competencies are characterised by: 

Professional Engineer 

• Analysing and solving complex problems which include those for which solutions are not obvious, 
require originality or analysis based on fundamentals; or are outside the scope of standards and 
codes 

• Developing and applying new technologies creatively and innovatively 

• Exercising professional judgement 

• Managing resources 

Professional Engineering 
Technologist, or 
Incorporated Engineer, or  

Technologist Engineer  

• Solving broadly defined problems through application of proven techniques and procedures 

• Developing, maintaining and managing today’s technologies 

• Exercising professional judgement 

• Managing resources 

Professional or Certified 
Engineering Technician 

• Solving well defined problems using proven techniques and procedures 

• Supervision and technical responsibility 

• Contributing to implementation, operation and maintenance of products, equipment, processes 
and services 

Professional Certificated 
Engineer 

• Solving broadly defined problems through application of proven techniques and procedures 

• Developing, maintaining and managing today’s technologies 

• Exercising professional judgement 

• Managing resources 

• Assuming responsibility as the appointed competent person in terms of the Occupational Health 
and Safety, Mining Health and Safety and Merchant Shipping Acts 

Certified Craftsperson 

• Solving practical defined problems using known methodologies  

• Contributing to implementation, operation and maintenance of products, equipment, processes 
and services 
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4.7 Registration requirements & the application process  

Note to Registering Bodies: Please edit the documents required and whether registration is paper-based or online.  

Application for registration requires that applicants satisfy both the education and competence 

requirements. To demonstrate achievement, a suite of documents must be submitted for assessment as 

follows: 

• A certified ID copy 

• A black and white passport photo 

• Certified copies of relevant qualification(s) 

• Application form 

• Training and Experience Report(s) 

• Engineering Report(s) 

• Proof of CPD 

• Referee or supporter reports  

• Proof of payment. 

[RB Acronym] has implemented an online application system.  Hard copies may longer be submitted. 

Please log into the system to create a profile. Please download and complete the Application form, Training 

and Experience Report, Engineering Report and Proof of CPD Report and have then signed off before 

uploading. Please issue Referee Reports to those who have offered to act as referees and ask them to 

forward to referees@rb.org. Please arrange for payment of the application fee and upload the proof of 

payment when complete. Applications will not be processed until payment has been verified by the finance 

department.   

Once the application has been assessed for administrative correctness, it will be forwarded to assessors to 

determine whether the applicant has satisfied the registration requirements. If not ready for registration, 

the applicant will be advised of the need to gain additional experience in specified areas. 

If the applicant is considered to have satisfied the requirements, he or she will be invited for a Professional 

Interview, after which he or she will be advised of successful registration, or the need to gain additional 

experience in specified areas.  

4.8 Recognition of registration from other countries  

Note to Registering Bodies: If you recognise registrations from other countries, and all Accord Countries, edit the 

following sentence and table accordingly.  

[Country Name] recognises registration from the countries shown in the following tables and although not 

a signatory to the International Engineering Alliance registrations recognised under the international 

agreement shown are recognised. 

  

mailto:referees@rb.org
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Registering Bodies and Agreements recognised  URL  

Engineering Council of [Country Name] https://www.ec_country.org/  

Engineering Council of [Country Name] etc. https://www.ec_country.org/  

International Professional Engineers Agreement (IPEA) - recognises the 
substantial equivalency of standards establishing the competency of 
professional engineers for independent practice 

https://www.ieagreements.org/agreements/ipea/  

International Engineering Technologists/Incorporated Engineers 
Agreement (IETA) - allows for the mutual recognition of the substantial 
equivalency of standards establishing the competency for practicing 
engineering technologists 

https://www.ieagreements.org/agreements/ieta/  

International Engineering Technicians Agreement (AIET) - establishes an 
international benchmark competence standard for individuals practicing 
as a fully qualified engineering technicians 

https://www.ieagreements.org/agreements/aiet/  

4.9 Who is registered?  

The Engineering Council is entrusted with the statutory responsibility of ensuring that public interest, 

safety and health in the rendering of services by members of the engineering profession are promoted 

and safeguarded. It is a requirement of the Engineers’ Act xxx (no.) of yyy (year) that engineering 

practitioners in different disciplines be professionally registered.  

To meet the requirements of the Act, all employers should ensure that their engineering employees are 

registered with the Council and that their registration is maintained and investors in developing and 

operating engineering infrastructure should ensure that service providers appointed for the purpose 

employ or use the services of registered professionals to ensure the safety and sustainability of 

development.  

To determine who is registered, and satisfy yourself of their engineering competence, use the following 

search options to identify the professional whose details are required.  

 

The public is urged to seek assistance from the Council to access appropriately registered 
professionals when embarking on engineering projects. 

Users of engineering services are urged to ensure that their tenders call for, and their 
appointment of service providers include the use of registered professionals for all engineering 

projects. 

https://www.ec_country.org/
https://www.ec_country.org/
https://www.ieagreements.org/agreements/ipea/
https://www.ieagreements.org/agreements/ieta/
https://www.ieagreements.org/agreements/aiet/
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5 Professional Development 

Professional development is the acquisition of knowledge and skills and the development of personal 

qualities. It plays a crucial part in achieving and maintaining one’s engineering competence.   

5.1 Initial Professional Development (IPD) 

To become professionally registered a person in-training/candidate must develop the required specialist 

skills and knowledge through work exposure and training. Professor Peter Senker, a widely published 

researcher on the training of engineers, states that: “The quantity and quality of the learning opportunities 

afforded by experience at work are the primary factors affecting the quantity and quality of engineers' 

learning”. 

For graduates in training to progress to professional registration, it is essential that they are exposed to a 

range of experiences, of increasing complexity and responsibility to satisfy the requirements for their 

category of engineering. The core elements of experiential training are problem solving, synthesis, 

planning, design and managing the implementation of solutions. 

Every employer should commit to providing its employees with the training and guidance necessary to 

develop the required level of competence. Training programmes must be drawn up and existing 

programmes should be reviewed, to ensure that they offer an adequate range and complexity of 

engineering problems and activities.  The increasing responsibility levels that are expected during graduate 

development and training are reflected in the following table (Source: Engineering Council of South Africa, R-04-P). 

Level 
Nature of 

Graduate Work 
Responsibility of Graduate 

Level of Supervisor/ Mentor 
Support 

A. Being exposed 
Undergoes induction, observes 
work of competent practitioners 

No responsibility 
Mentor explains challenges 
and forms of solution 

B. Assisting 
Performs specific processes 
under close supervision 

Limited responsibility for 
work output 

Supervisor/mentor coaches, 
offers feedback 

C. Participating 
Performs specific processes as 
directed with limited supervision 

Full responsibility for 
supervised work 

Supervisor progressively 
reduces support 

D. Contributing 
Performs specific work with 
detailed approval of work 
outputs 

Full responsibility to 
supervisor for immediate 
quality of work 

Graduate articulates own 
reasoning and compares it 
with those of supervisor 

E. Performing 
(responsible but 
not accountable) 

Works in a team without 
supervision, recommends work 
outputs 

Responsibility to supervisor 
is appropriate to a 
registered person 

Graduate takes on problem-
solving without support, at 
most limited guidance 

5.2 Continuing Professional Development (CPD) 

Professional development does not stop with the achievement of registration. The competencies needed 

to function effectively as an engineering professional (in all engineering categories) change and expand at 

a rapid rate. Registered persons have the responsibility to keep abreast of the latest developments and 

knowledge creation in their areas of expertise to maintain their competence. Furthermore, professionals 

registered with [RB Acronym] have an obligation to comply with the rules on Continuous Professional 

Development (CPD) and Renewal of Registration. 
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While the foundation and basis of professional registration with [RB Acronym] is the technical competence 

of registered persons, engineering professionals need to develop and maintain their technical and non-

technical competencies. CPD activities undertaken must be relevant and must contribute to the 

development and maintenance of specific professional competence required by registered persons in their 

current and possible future roles. 

6 News & Events 

Note to Registering Bodies: This section of the webpage is created to promote the latest news about the organisation 

and to promote events.    

6.1 News  

Links would include press releases, new legislation or legislation out for comment, a website gallery with 

photographs of attendees at events, new projects undertaken or completed, award functions, 

presidential/council visits or any photographs reflecting the organisation’s’ involvement in the community. 

Any activities promoting the ideals/principles and values of the organisation might be included here along 

with any relevant videos.  

6.2 Events  

Events may include training of existing and new committee members, those performing accreditation 

visits, assessments, and reviews. External events may include consultative meetings or awareness 

campaigns with tertiary education institutions, voluntary associations, and employer bodies among others. 

They may also include conferences and webinars to create awareness of engineering, guide students or 

graduates on their journey to registration, or to share key engineering views with various structures in the 

public sector.  

Note to Registering Bodies: List events, times, dates and process for registering for events. 

Note to Registering Bodies: You should not only rely on your website to communicate, but social media should be 

harnessed to share important news feeds and details of events.  

7 Documents/Publications  

Note to Registering Bodies: This page will contain the most current documents and information which may include: 

• Annual reports 

• Strategic plans 

• Legislation pertaining to [RB Acronym] including the Act and other national legislation affecting the 

profession  

• Career guidance material 

• Policies, standards and guidelines  

• Committee Charters 

• Research Output 
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8 Contact Us 

 

Note to Registering Bodies: The Contact Us webpage is accessed from the homepage. Office hours, office locations, 

a map, contact numbers and a generic email address will be included here. An online query/contact function should 

also be provided. Typical contact details include: 

• Details of office locations 

• Maps and directions (GPS coordinates, if available) 

• Physical address/Postal Address 

• Email 

• Telephone 

• Address details for Satellite Offices  

• Address details for Branches 

• Embedded Google Map listing 

• Contact Us form 

9 Sign-In 

Note to Registering Bodies: Where online application is a requirement and/or Council documents such as business 

plans, budgets, agendas, memorandums, and minutes of Council meetings are saved online to obviate the need for 

emailing or issuing hard copy Council packs, a sign-in section will be required.  
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10  Other ideas 

Note to Registering Bodies: Although the material outlined for setting up a registering body is comprehensive, the 

following registering body sites can be consulted for other ideas on what to include on your site.  

Registering Body URL  

Africa   

Engineers Registration Board Botswana (ERB) https://www.erb.org.bw 

Council of Registered Professional Engineers of Mauritius 
(CRPE) 

http://www.crpemauritius.com/files/index.php 

Council for the Regulation of Engineering in Nigeria (COREN) https://www.coren.gov.ng/ 

Engineers Board of Kenya (EBK) https://ebk.or.ke/ 

Engineering Council of South Africa (ECSA) https://www.ecsa.co.za/ 

Engineers Registration Board Tanzania (ERB) https://erb.go.tz/ 

Australian and New Zealand  

Engineers Australia (EA) https://www.engineersaustralia.org.au/ 

Engineering New Zealand (ENZ) https://www.engineeringnz.org/ 

South-East Asia  

Engineers Registration Board Hong Kong (ERB) https://www.erb.org.hk/ 

Engineering Council of India (ECI) https://www.ecindia.org/ 

Korean Professional Engineer Association (KPEA) https://www.kpea.or.kr/kpea/english/main.html 

Pakistan Engineering Council (PEC) https://www.pec.org.pk/ 

United Kingdom and Ireland (in the UK Voluntary Associations are given the responsibility of handling registration on behalf 
the Engineering Council. A selection of VAs is given below to understand the competences expected of professionals) 

Institution of Agricultural Engineers (IAE) https://iae.co.uk/ 

Institution of Chemical Engineers (IChemE) https://www.icheme.org/ 

Institution of Civil Engineers (ICE) https://www.ice.org.uk/ 

Institution of Engineering and Technology (IET) https://www.theiet.org/ 

Institution of Mechanical Engineers (IMechE) https://www.imeche.org/ 

Institution of Structural Engineers (IStructE) https://www.istructe.org/ 

Engineers Ireland Council (EI) https://www.engineersireland.ie/  

United States and Canada (in the US and Canada registration is governed per state and a professional exam must be 
undertaken for professional registration. A selection of states is given below to understand the competences expected of 
professionals)  Engineers and Geoscientists British Columbia (EGBC) https://www.egbc.ca/ 

Ordre des Ingénieurs du Québec (OIQ) http://oiq.qc.ca/en/iam/applicant/Pages/default.aspx 

Board for Professional Engineers, Land Surveyors, and 
Geologists (BPELSG) 

https://www.bpelsg.ca.gov/ 

Florida Board of Professional Engineers (FBPE) https://fbpe.org/ 

Montana Board of Professional Engineers and Professional 
Land Surveyors 

https://boards.bsd.dli.mt.gov/professional-engineers-land-
surveyors/ Texas Board of Professional Engineers and Land Surveyors 

(TBPELS) 
https://pels.texas.gov/ 

Washington Board of Professional Engineers and Land 
Surveyors (BRPELS) 

https://brpels.wa.gov/  

 
 

  

https://www.erb.org.bw/
http://www.crpemauritius.com/files/index.php
https://www.coren.gov.ng/
https://ebk.or.ke/
https://www.ecsa.co.za/
https://erb.go.tz/
https://www.istructe.org/
https://www.engineersireland.ie/
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1 Introduction 

This document aims to assist Voluntary Associations composed of firms/companies to develop or enhance 

the content of their website, and to offer ideas for additional structures and processes they could consider 

to strengthen their organisation.   

Before commencing on designing the website, it would be advisable to read the ‘Overview’ section and 

watch the video under ‘Structure of a Site’ under ‘PEI Development Toolkit’ on the AEP Portal 

http://aepportal.com/. Having gained an understanding of how to structure a website, Council or Board 

members should work through this document and the document under ‘Data Structures’ to select or 

markup the content that would be relevant to the organisation, and the data and processes required. Once 

agreed this will form a scoping document for sharing with the website developer.  

Few website developers have an understanding of the operations or requirements of voluntary 

associations and member bodies. The material provided will be invaluable to minimise the time to scope 

the site requirements, and to ensure that the website developer has a thorough understanding of the 

Association’s requirements. This document refers to Associations whose members are predominantly 

companies. This would apply largely to consulting practices and contracting companies.   

Before marking up the selected sections in this document, use the Find and Replace option in Word to 

replace: 

• [RB Name] with the name of the registering body in the country, if appropriate 

• [RB Acronym] with the acronym for the Registering Body 

• [VA Name] with the name of the Association 

• [VA Acronym] with the acronym for the Association. If the Association does not have an acronym, 

also replace all incidences of [VA Acronym] with the name of the Association 

• Consulting/contracting with consulting or contracting, as the case may be 

• [Country Name] with the name of your country 

Please note that the square brackets [ ] must be included in the selection, as they should be removed from 

the document content. If you would like the replaced Name or Acronym to be regular text and not italics, 

when using Find and Replace, select More, Format, Font, Regular.  

The term Board has been used throughout for the pinnacle structure through which decisions are made. 

Should your organisation be governed by a Council, it will be necessary to find and replace the use of the 

word Board throughout with Council. As nomenclature and rules vary per organisation, additional 

guidance to voluntary associations is highlighted in yellow, and numbers which must be adjusted are 

highlighted in mustard.  

2 Home Page 

The home page should include the organisation’s name, acronym, logo, contact details, links to other 

organisations, teasers to other pages on the site and a welcoming introductory statement about the 

organisation.  The following introductory statements are provided as examples. 

http://aepportal.com/
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The [VA Name] ([VA Acronym]) provides a better-quality life for the people of [Country Name] through excellence and innovation 
in the consulting/contracting engineering industry 

The [VA Name] ([VA Acronym]) shapes and sustains the built and natural environment of [Country Name] through excellence 
and innovation in the consulting/contracting engineering industry 

The [VA Name] ([VA Acronym]) supports small, medium, and large consulting/contracting organisations to provide sustainable 
engineering solutions for the people of [Country Name] 

3 About Us 

[VA Name] ([VA Acronym]) is recognised by the [RB Name] ([RB Acronym]) to be a voluntary association of 

firms (incl. sole proprietors, and corporate members) as well as allied professionals who are engaged in 

carrying out work of an engineering nature in the consulting/contracting engineering industry. 

[VA Acronym] represents small, medium, and large businesses in who provide design, supervision and 

advisory, services (consultants) or [VA Acronym] represents small, medium, and large businesses involved 

in the construction of residential, non-residential and engineering infrastructure (contractors). Our 

members provide professional consulting/contracting services to individual consumers, private sector 

companies, and the public sector.  

3.1 What is [VA Acronym]? 

The association was founded in xxx year to promote common professional and business interests (and 

address concerns) of its corporate members. [VA Acronym] has played a major role in contributing to the 

economic prosperity of the nation by providing the skills and the development of infrastructure required 

to build a prosperous and competitive nation.  

[VA Acronym] is committed to the pursuit of excellence in the engineering environment of [Country Name] 

and promotes the technical competence of its corporate members and their employees within the 

consulting/contracting engineering industry. 

[VA Acronym] now comprises xxx member firms, employing over yyy people in [Country Name] and 

contributing $zzz to the economy. [VA Acronym] is affiliated with the International Federation of 

Consulting Engineers (FIDIC)/or Confederation of International Contractors' Associations (CICA) and 

conducts its business according to the rules and standards of that body. 

Note to Contracting Associations: You may wish to include the composition of your members.  

[VA Acronym] members include firms of all sizes from multi-national building and civil engineering 

contractors to smaller contractors and SMEs. Members also include building and construction material 

and equipment suppliers.  The organisation also represents specialist trades such as electricians, joiners, 

plumbers, painters, plasterers, bricklayers, riggers, and steelworkers, among others.  
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3.2 What is FIDIC? (In the case of Consulting Associations) 

Note to Consulting Associations: Please keep this up to date each year. 

FIDIC is the French language acronym for Fédération Internationale Des Ingénieurs-Conseils, which means 

the International Federation of Consulting Engineers. FIDIC is a global body representing national 

associations of consulting engineers (such as [VA Acronym]), whose members comply with FIDIC's code on 

professional status, independence and competence. 

Founded in 1913 to promote common professional interests, FIDIC now represents over one million 

engineering professionals and 40,000 firms in more than 100 countries worldwide. The building and 

infrastructure sectors in which FIDIC members work contribute around US$36trillion to global GDP. 

FIDIC plays a significant role in the development and industrialisation of less developed and developing 

countries. FIDIC actively encourages the capacity development of the consulting engineering profession 

through offering support and training on the FIDIC suite of documents and how to run consulting 

engineering practices. Much practical assistance is provided to developing countries by the member 

associations of industrialised countries. 

3.3 Introduction to Consulting Engineering 

 What does a Consulting Engineer do? 

Consulting engineers are licensed professionals with diverse qualifications, including civil, structural, 

mechanical, electrical, environmental, geotechnical, chemical, industrial, and agricultural disciplines. In 

consulting engineering practices, teams of knowledgeable experts can fill many distinctive educational, 

technical, and mechanical roles that can help to solve or prevent any problems. Consulting engineers may 

design an entire project, or they might be responsible for only one component of the design, depending 

on the need. Their support can be provided throughout the whole process, from inception to completion, 

to facilitate the best solutions. Consulting engineers bring innovative, quality design that can have a 

positive impact on construction, operation, and maintenance expenses. Whether in preparation of a new 

design or the rehabilitation of an existing infrastructure, consulting engineers can make the end product 

much simpler and more cost effective to achieve.  

The services provided by a Consulting Engineer may be classified under one or more of the following 

categories. 

• Pre-feasibility Studies 

• Feasibility Studies 

• Detail Engineering Design and Preparation of Tender Documents 

• Procurement 

• Construction Supervision and Contract Administration 

• Project Management 

• Technical Services 

• Dispute Review Services 
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 Benefits of appointing an [VA Acronym] member 

Selecting a consulting engineer is the most important decision a client makes.  The success of any project 

often depends on obtaining the most able, experienced and reputable expertise. 

[VA Acronym] developed a document that provides guidelines on how to appoint consulting engineers 

and the possible costs thereof.  The document ‘PROCEDURES FOR THE ENGAGEMENT OF CONSULTANTS AND SETTLEMENT OF 

FEES ON PUBLIC CONSTRUCTION CONTRACTS’ can be accessed here [hyperlink] 

[VA Acronym] sets standards for their members based on international best practice and has established 

a quality assurance benchmark for the profession, which provides a useful measure for clients in 

determining the appropriate qualifications and experience for consulting engineering practices 

The qualification and experience requirements and Code of Conduct expected of member firms helps to 

maintain a high standard of integrity and quality within the firms which is in the interest of both the 

clients and the public 

When selecting an [VA Acronym] member firm, the client being aware of the ethical standards expected 

of the firms may lay a complaint if these standards are not met 

3.4 Introduction to Contractors  

 What do Contractors do? 

Contractors are involved in building, civil engineering and infrastructure construction covering the 

development, upgrading and at times maintenance of housing; non-residential buildings such as industrial, 

commercial, healthcare, education, hospitality, warehousing, and industrial facilities; and infrastructure 

such as mining and energy infrastructure including renewable energy; roads, rail, bridges, airports, 

harbours, pipelines, bulk earthworks, water infrastructure and dams.  

They may be responsible for the entire project or in the case of mega projects they may form joint 

ventures.   

 Benefits of appointing an [VA Acronym] member 

Selecting a contractor who is a member of [VA Acronym] is the most important decision a client makes.  

The success of any project often depends on obtaining the most able, experienced and reputable expertise. 

Members are assessed based on their skills, machinery and equipment and working capital among others, 

to determine their capacity to deliver projects of various sizes and complexity. The qualification and 

experience requirements and Code of Conduct expected of member firms helps to maintain a high 

standard of integrity and quality within the firms which is in the interest of both the clients and the public. 

The [VA Acronym] is the leading voice and a single point of contact into the contracting sector when 

advocating for legislative and best practice developments that may affect its members. 
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3.5 Vision, mission & objectives 

 Vision 

Vision statements of [VA Acronym] is presented below. 

[VA Acronym] is recognised as the voice of the consulting engineering/contracting in [Country Name] and the members are 
respected for their excellence, professionalism and sustained value contribution to their communities and in the rest of Africa. 

[VA Acronym] promotes excellence in the consulting engineering/ contracting sector and contributes towards the development 
of the economy in [Country Name] through innovative use of engineering and technology. 

Members of [VA Acronym] are full participants in the economic development activities of [Country Name] and provide their 
services based on quality, value and fairness to all. 

[VA Acronym] is recognised as an outstanding institution representing the consulting engineering profession/contracting 
industry in [Country Name] and providing valued services to our members and stakeholders 

[VA Acronym] is actively and positively shaping the future of [Country Name] by supporting our members to create sustainable 
value for themselves, their clients and their communities 

[VA Acronym] exists for the sole reason of supporting and serving our Industry 

 Mission 

The mission of [VA Acronym] is to: 

Promote professionalism in engineering consulting, develop and support consulting practices and continuously engage 
stakeholders and developers on development imperatives and the value of appointing recognised consulting professionals. 

Further professional growth and sustainability of [VA Acronym]. 

Promote the image of the consulting/contracting engineering industry by enabling members to deliver professional construction 
services and encourage them care for their employees’ safety and welfare, the environment and the community, thus providing 
a foundation for [Country Name]’s development. 

Promote and enhance a prosperous construction industry on behalf of its members in matters of national and international 
interest and to enhance the quality of life by providing employment and improving skills. 

Promote the construction industry and enable members to deliver professional construction services and create a fair 
environment conductive to the profitable and efficient operation of contracting business to the benefit of members and their 
clients. 

Promote the construction industry, protect our members, help them grow their businesses and give them a voice in shaping the 
industry.  

 Objectives 

[VA Acronym] has the following objectives: 

Note to Voluntary Associations: Select the objectives as appropriate to consulting or contracting organisations. 

• Promote the business interests of members 

• Enable members to compete, excel and thrive 

• Support the development of consulting engineers/contractors  

• Represent members individually or collectively against unfair practice 

• Address the skills and training needs of the sector and develop members technically and 

professionally through capacity building programmes 
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• Motivate all members to improve their knowledge and skills and apply such in the interest of the 

public and the environment 

• Ensure professionalism within the sector 

• Create public awareness of the need to appoint professional consulting engineers 

• Create public awareness of the need to appoint graded/accredited/registered contractors  

• Promote the contributions and credibility of the consulting engineering sector with both the public 

and government 

• Build partnerships with government, developers and other stakeholders and contribute towards the 

planning and development of [Country Name] 

• Represent interests of the construction industry with the Government in [Country Name] 

• Provide a corporate voice for the consulting/contracting engineering industry 

• Promote harmonious working relationships among its members, their employees, trade unions and 

communities  

• Promote research and information sharing on technologies and best practices 

• Promote the use of standard procedures and systems  

• Determine the scale of fees and conditions of engagement for consulting engineers working in 

[Country Name] 

• Maintain disciplinary processes to retain the integrity of the profession/industry  

• Manage and conduct all [VA Acronym]’s business in a fair and transparent manner 

3.6 Core values & principles 

The core values that are integrally a part of [VA Acronym]’s corporate culture are described below. These 

values guide our members as they pursue the Association’s/Federation’s ideals. Every action and decision 

we make is based on a foundation of honesty, integrity, and accountability. We value truth, transparency 

and accept responsibility for our actions with our clients, partners, communities, and each other. Our 

dedication to delivering quality and client service is a cornerstone of our business approach. 

Corporate Social 
Responsibility 

We are committed to protect and maintain the quality of our environment. We apply the 
principles of sustainability to our work and through outreach in our communities we maximise our 
contribution to the environment. 

Health & Safety 
We are committed to providing a safe and healthy workplace and to the prevention of 
occupational illness and injury. We integrate health and safety practices into our business 
activities and will meet or exceed the requirements of applicable legislation. 

Professional Integrity 
We uphold the honour, integrity, and dignity of the engineering profession by applying our 
knowledge and skills in an impartial manner and with independence of judgement. 

Quality 
Our dedication to delivering quality and client service is a cornerstone of our success. We use our 
collective knowledge, experience, and creativity to deliver projects that meet or exceed 
expectations. 

Respect 
We treat others with respect and trust. We work together as a team, share a common 
commitment, and learn from each other. 

Technical Competence 
We pursue life-long learning & continuous professional development. We are committed to high 
standards of education, training, and skills development. 
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3.7 Organisational structure & leadership 

 The Board 

The governance of [VA Acronym] is vested in the Board and is stipulated in the Constitution. The Board 

comprises of: 

• The President  

• The Deputy President  

• The immediate Past President  

• xxx elected ordinary members 

• xxx additional co-opted members (one of whom shall be a person not more than 35 years old). 

Typically, these members are officials, the secretary and a Young Members’ representative 

• The Chief Executive Officer, ex officio 

Note to Voluntary Associations: Provide an organisational structure, with names, positions, photographs and short 

profile of Board and main committee members. 

 Branches or Regions 

To promote the interest of members and to allow for discussion and consideration of local problems and 

opportunities, Branches/Regions are established in terms of the By-laws or as otherwise approved by the 

Board. The Council of [VA Acronym] consists of the members of the Board and the Chairperson of each 

Branch/Region. Regions/Branches may be dissolved by Council as it so decides. Council acts as an advisory 

body to the Board, to bring matters of importance to the attention of the Board. 

 Committees  

The Board appoints committees for specific purposes. These committees report to the Board but could 

also be dissolved by the Board as it deems fit. Council appoints ad hoc committees to investigate any 

matter and may dissolve these committees.  The committees that report to the Board are summarised 

below. 

Advocacy Committee 
Client liaison, partnerships, African and international collaboration as well as regional 
interaction falls within the domain of this committee. 

Education & Training 
Committee 

This committee plays a major role in ensuring that [VA Acronym] is active in supporting the 
development of employees in member organisations. It researches and develops qualifications 
required, promotes training of all levels of staff and validates and monitors Continuing 
Professional Development (CPD) on behalf of the engineering registering body [RB Acronym]. 

Finance & Staff  
This committee oversees the Finances and Governance of the Association/Federation. It 
reviews the annual financial statements and recommends them for approval to the 
Board/Council and reports on the financial affairs of the Association/Federation. 

Marketing & Communications 
Committee 

This committee promotes consulting engineering/the contracting industry. It is responsible for 
marketing training and events and publishing articles and social media posts to convey [VA 
Acronym]’s standpoint on important issues. It supports the Advocacy, Education and Training 
and Membership committees, among others. 

Membership & Constitutional 
Affairs Committee 

The committee approves membership applications and monitors and reports on membership 
numbers. It carries out research to determine the needs of members and recommends 
additional services to attract more members. The committee reviews the [VA Acronym]’s 
Constitution from time to time. 
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Note to Voluntary Associations: Should more detailed descriptions of committee responsibilities be required for the 

website, consult the Registering Body material. 

3.8 Our Services / Offerings (Consulting Engineers) 

[VA Acronym] offers collective representation for Consulting Engineers in [Country Name], access to 

competitive professional indemnity insurance and the FIDIC range of documents and training. 

 Professional Indemnity Insurance 

It is important to select reliable companies and experienced brokers able to advise on risk related issues 

on a day-to-day basis when purchasing Professional Indemnity Insurance. [VA Acronym] researches, 

selects and recommends suitable brokers for Professional Indemnity Insurance and suggests the minimum 

levels of cover relating to services offered. The association requires that all members provide proof of 

holding Professional Indemnity Insurance at least once per year. 

 FIDIC Documents and Training 

Members have access to the FIDIC suite of documents through [VA Acronym]. Over the years FIDIC has 

produced standard forms of contract for the construction and engineering industry. Due to the years of 

experience in this arena, FIDIC contracts are the foremost contracts used in international construction and 

have been endorsed by most international funders such as the World Bank.  

[VA Acronym] has access to FIDIC Accredited Trainers who are authorised by FIDIC to hold training 

seminars, courses and workshops.  They are experienced consultants, who know the FIDIC Contracts and 

FIDIC Business Practices and their application to international or national projects.  As accredited trainers, 

they are informed on a regular basis of new developments in FIDIC. 

3.9 Our Services / Offerings (Contracting Associations) 

[VA Acronym] offers collective representation for Contractors in [Country Name], access a pension fund, 

gain support on issues relating to employment and responds to members’ training needs. 

 Pension Fund 

Recognising that many members are small and micro enterprises and unable to handle the administration 

associated with managing a pension fund, the [VA Acronym] has set up a pension fund, administered by 

xxx who will administer the funds for members wishing to ensure the security and welfare of their workers 

and families.  

Quality, Risk & Sustainability 
Management Committee 

This committee aligns with the FIDIC QMS and initiate activities to ensure that members 
implement quality management standards. 

Supply Chain Management 
Committee 

Deals with procurement irregularities, such as: 

Excessively priced bid documentation or undercutting  
Misapplication of Procurement Regulations 
Poorly drafted RFPs 

It also deals with queries about fees in terms of the engineering regulatory body [RB Acronym] 
and consulting fee guidelines issued by government. 

Young Professional 
Forum/Members 

This forum has its own committees, namely the Executive Committee, and Branch or Section 
Chairpersons all of which represent the interests of young members. 



 
AEP Website Toolkit 
Africa Catalyst Programme 
 

 

58 | P a g e  

 Conditions of Employment 

Many SMME members and even at times the larger members required advise on employment issues. [VA 

Acronym] offers advice to members on conditions of employment, wage issues, how to handle misconduct, 

long term illness, grievances, disputes, industrial action, disciplinary procedures and redundancy 

procedures.  

 Advising on pricing indices  

The monthly price adjustments for labour, plant, material and fuel are not simple to interpret from the 

National Department of Statistics. [VA Acronym] downloads, interprets and keeps its members informed 

on the latest indices and provides an easy-to-use application with the latest values for members to use 

when pricing projects and calculating escalations.  

 The development of qualifications and training  

Recognising the need to train local labour and develop new skills for new technologies, [VA Acronym] 

responds to industry’s needs for developing new qualifications and courses and delivering training from 

one- and two-day courses, to trade theory and full qualifications. See the Events section for details.  

 Developing codes, standards and influencing policy  

Over the years [VA Acronym] has contributed towards the development of codes, standards and 

influencing policy in the interests of the industry.  

3.10 Policies & key documents 

[VA Acronym] is governed by a Constitution. [VA Acronym] needs to adhere strictly to its Constitution and 

be able to satisfy the Statutory Registering Body [RB Acronym] of such adherence.  The founding 

documents of [VA Acronym] are: 

• The Constitution 

• By-Laws 

• Code of Conduct 

• Code of Ethics 

• Memorandum of Incorporation 

Note to Voluntary Associations: Please upload essential policies and key documents here. 

4 Membership  

The engineering regulating statutory body [RB Acronym] has membership stipulations for associations 

whose membership consists of juristic persons, (including sole proprietors and corporate members), that 

are engaged in carrying out work of an engineering nature.  To this extent, the [RB Acronym] requires any 

[VA Acronym] to have at least xxx corporate members, who are in good standing (not regarded as being in 

default of the constitution or bylaws) of the Association. 

The Members of [VA Acronym] shall comprise Firms only. The applicable definition (of a Firm) and 

membership requirements are defined in the Constitution.  
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4.1 Benefits 

Member firms are entitled to use [VA Acronym]’s logo on their letterheads, brochures, project sign boards 

and other printed literature. Firms are listed by [VA Acronym] in the annual Register of Members provided 

each office is declared annually. Annual entries may include details of services, typical projects undertaken, 

human resource capacity, qualifications and experience as well as project photographs supplied by firms.  

[VA Acronym] has developed an influential network in the public and private development sector and 

participates in national think tanks in terms of best practice, legislation and the development imperatives. 

Key areas which will be of benefit to member firms include the following. 

Business Marketing 
The marketing efforts of [VA Acronym] offer greater visibility as companies are promoted to a 
wide potential clientele base locally, regionally and internationally. 

Networking and 
knowledge sharing 

[VA Acronym] organises events throughout the year including seminars, conferences, think tanks 
etc which offer networking and learning opportunities and offers training across the range of skills 
that require developing. 

Networking at events offers member companies the opportunities to engage with client bodies 
and gain an understanding of developments planned. 

[VA Acronym] distributes newsletters and the latest news flashes as well a quarterly magazine 
with information that is important to the sector. 

Influencing the national 
agenda 

[VA Acronym] participates in industry discussions (on local, provincial, national and international 
levels) which focus on addressing challenges in the sector. [VA Acronym] plays a role in influencing 
government and client bodies to adopt more appropriate approaches. 

[VA Acronym] assists member firms in negotiations; resolving contractual disputes; interpreting 
conditions of contract, rules and regulations; and liaising with government and other industry 
bodies. 

Promoting best practice procurement methodologies focusing on the value and quality of the 
service rendered. 

Business support 

[VA Acronym] offers a range of business support activities to member companies including: 

• Identification of business opportunities both locally and internationally 

• Identification of best practice approaches and guidelines 

• The provision of access to Professional Indemnity Insurance (at very competitive premiums) 

• The provision of access to the industry Pension Fund 

• The provision of best practice contract documentation, guidelines, policies and procedures 

Contractual matters 

[VA Acronym] assists member firms with contractual matters and interpreting legislation. 
Considerable effort is invested in sharing knowledge and resources in terms of procurement 
legislation.  Changes in legislation which affect the industry are communicated to members. 
Advise on Legal Risk Management and Conditions of Employment are provided at no cost to 
members through designated service providers. 

4.2 Membership Categories 

[VA Acronym] has xxx categories of membership as indicated below. 

Member firms Companies that are involved in offering consulting/contracting engineering services  

Sole practitioners Engineering professionals offering consulting engineering services  

Patron firms 
Companies offering services, or which have an interest in the consulting engineering/contracting sector 
Patrons can be categorised as Sponsors, Affiliates or Associates 

Affiliates Companies who are manufacturers or suppliers of material and equipment 

Trade members 
Individuals working as electricians, joiners, plumbers, painters, plasterers, bricklayers, riggers, 
steelworkers and related trades 
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4.3 Membership requirements and the application process  

Note to Voluntary Associations: Please edit the documents required and whether the application process is paper-

based or online.  

Potential members are required to submit details of key personnel, services offered, typical projects 

undertaken, human resource capacity including qualifications and experience, and the location of the head 

office and regional offices. Corporate information such as the annual turnover, registration, VAT and PAYE 

numbers are required.  

Note to Consulting Engineers: Please add the following: At least one fulltime registered professional must be 

employed per office for recognition as a fulltime office. Where there are no fulltime professionals in regional offices, 

such offices will be listed as satellite offices.   

Note to Contracting Companies: Please add the following: Details of capital equipment and operating capital is also 

required.  

Documents to be submitted include:  

• Application form which will include the location of the head office, branch offices and details of the 

professionals who manage each office 

• Copy of the ID / Passport of owners and shareholders (if any)  

• Copy of the ID / Passport of branch manages and certified registration certificates  

• A certificate of good standing from Receiver of Revenue (not older than one month)  

• Copy of the Company Registration  

• Copy of registration with the Construction Council 

• A certificate of good standing from Unemployment Fund (not older than 1 month) 

• Letter of recommendation from an [VA Acronym] member in good standing  

• Proof of payment  

[VA Acronym] has implemented an online application system. Hard copies of documentation may longer 

be submitted. Please log into the system to create a company profile in order to upload the required 

documents. Please arrange for payment of the application fee and upload the proof of payment when 

complete. Applications will not be processed until payment has been verified by the finance department.   

Once the application has been assessed for administrative correctness, it will be forwarded to membership 

committee to determine whether the applicant has satisfied the membership requirements. Applicants 

will be informed following the committee meeting whether they have been approved or not. 

4.4 Who are the members?  

[VA Acronym] demands a high standard of its members. Those wishing to employ a consulting 

practice/contractor should ensure that they belong to the organisation. To determine whether a company 

is one of our members use the following search facility.  
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Note to Voluntary Associations: The membership directory may also be uploaded on this page for potential 

clients to download and identify suitable services providers.  

 Member Directory  

For full details of our members and their specialist services, please download the Member Directory 

here. 

Users of consulting/contracting services are urged to ensure that the consultant/contractor they 
are planning to appoint are members of [VA Acronym] 

5 News & Events 

Note to Voluntary Associations: This section of the webpage is created to promote the latest news about the 

organisation and to promote events.    

5.1 News  

Links would include press releases, news of new conditions of contract or employment, new legislation or 

legislation out for comment, a website gallery with photographs of attendees at events, new projects being 

undertaken or completed, award functions, presidential/council visits or any photographs reflecting the 

organisation’s’ involvement in the community. Any activities promoting the ideals/principles and values 

might be included here along with any relevant videos. 

5.2 Events  

Events include conferences, seminars, workshops, and webinars to share information and deliberate on 

challenges relating to consulting/contracting. Awards functions, career guidance and presidential visits are 

also key activities. Think tanks with government are arranged to share key engineering views with various 

structures in the public sector.  

Note to Voluntary Associations: List events, times, dates and process for registering for events. 

5.3 Training  

[VA Acronym] is committed to providing opportunities for member companies, their staff, clients and 

others involved in the sector to enhance their skills. Training has been developed to meet the specific 

requirements of the consulting/contracting and engineering industry. Courses are available nationwide 

and online.   
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Note to Voluntary Associations: List training courses, times, dates and requirements and process for registering. 

Note to Voluntary Associations: You should not only rely on your website to communicate, but social media should 

be harnessed to share important news feeds and details of events and training courses.  

6 Documents/Publications  

Note to Voluntary Associations: This page will contain the most current documents and information which may 

include: 

• Magazine, journal, newsletter(s)  

• Annual reports, strategic plans, business plans 

• Policies and guidelines  

• National legislation affecting the sector  

• Career guidance material 

• Research output 

• Publications for sale such as contract documents, codes, standards and technical books.  

7 Contact Us 
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Note to Voluntary Associations: The Contact Us webpage is accessed from the homepage. Office hours, office 

locations, a map, contact numbers and a generic email address will be included here. An online query/contact function 

should also be provided. Typical contact details include: 

• Details of office locations 

• Maps and directions (GPS coordinates, if available) 

• Physical address/Postal Address 

• Email 

• Telephone 

• Address details for Satellite Offices  

• Address details for Branches 

• Embedded Google Map listing 

• Contact Us form 

8 Sign-In 

Note to Voluntary Associations: Where online application is a requirement and/or Board documents such as business 

plans, budgets, agendas, memorandums, and minutes of Board meetings are saved online to obviate the need for 

emailing or issuing hard copy Board packs, a sign-in section will be required.  

9 Other ideas 

Note to Voluntary Associations: Although the material outlined for setting up a corporate VA is comprehensive, the 

following sites can be consulted for other ideas on what to include on your site.  

Consulting Association Link  

Association of Consulting Engineers of Namibia https://www.acen.org.na/ 

Consulting Engineers South Africa https://www.cesa.co.za 

Association of Consulting Engineers Botswana  https://aceb.org.bw/  

Association of Consulting Engineers of Ireland  https://acei.ie/  

Consulting Engineering Association of India  https://www.ceai.org.in/  

Association of Consulting Engineers Companies Canada  https://www.acec.ca/  

For information on more Consulting associations, visit https://fidic.org/membership/membership_associations  

Contracting Federation  Link  

The Construction Industries Federation of Namibia https://www.cifnamibia.com/  

South African Forum of Civil Engineering Contractors  https://www.safcec.org.za/  

Association of Citizen Contractors Tanzania  http://acct.co.tz/about-us  

Construction Contractors Association of Ethiopia http://www.ethiopian-construction.org/  

Civil Contractors Federation Australia (there is a branch per 

states) 

https://www.ccfnsw.com/  

 

 

  

https://www.acen.org.na/
https://www.cesa.co.za/
https://aceb.org.bw/
https://acei.ie/
https://www.ceai.org.in/
https://www.acec.ca/
https://fidic.org/membership/membership_associations
https://www.cifnamibia.com/
https://www.safcec.org.za/
http://acct.co.tz/about-us
http://www.ethiopian-construction.org/
https://www.ccfnsw.com/
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1 Introduction 

This document is aims to assist Council or Board members to develop or enhance the content of the 

website for their Voluntary Association, and to offer ideas for additional structures and processes they 

could consider to strengthen their organisation.  

Before commencing on designing the website, it would be advisable to read the ‘Overview’ section and 

watch the video under ‘Structure of a Site’ under ‘PEI Development Toolkit’ on the AEP Portal 

http://aepportal.com/. Having gained an understanding of how to structure a website, Council or Board 

members should work through this document and the document under ‘Data Structures’ to select or 

markup the content that would be relevant to the organisation, and the data and processes required. Once 

agreed this will form a scoping document for sharing with the website developer.  

Few website developers understand the operations or requirements of Voluntary Association. The 

material provided will be invaluable to minimise the time to scope the site requirements, and to ensure 

that the website developer has a thorough understanding of the Council’s requirements. 

Before marking up the selected sections in this document, use the Find and Replace option in Word to 

replace: 

• [RB Name] with the name of the registering body in the country, if appropriate 

• [VA Name] with the name of the Voluntary Association 

• [VA Acronym] with the acronym for the Voluntary Association. If the body does not have an 

acronym, also replace all incidences of [VA Name] with the name of the Voluntary Association 

• [Association] with the type of organisation – for instance with Institute, Institution or Society 

• As the VA may be discipline specific and not represent all engineering professionals, the [Discipline] 

has also been introduced. Replace [Discipline] with appropriate discipline where relevant or with 

nothing, using find and replace if the organisation represents all engineering disciplines 

• [Country Name] with the name of your country 

Please note that the square brackets [ ] must be included in the selection, as they should be removed from 

the document content. If you would like the replaced Name or Acronym to be regular text and not italics, 

when using Find and Replace, select More, Format, Font, Regular. As nomenclature and rules vary per 

organisation, additional guidance to voluntary associations is highlighted in yellow, and numbers which 

must be adjusted are highlighted in mustard.  

2 Home Page 

The home page should include the organisation’s name, acronym, logo, contact details, links to other 

organisations, teasers to other pages on the site and a welcoming introductory statement about the 

organisation. The following statement is provided as an example. 

a better-quality life for citizens in [Country Name] through excellence and innovation in the [discipline] engineering profession 

 

http://aepportal.com/
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The [VA Name] in [Country Name] is an exceptional non-profit [association] that promotes best 

engineering practice and technological innovations in [discipline] engineering. 

3 About Us 

3.1 Introduction 

[VA Acronym] is recognised by the [RB Name] to be a voluntary association of [discipline] engineering 

practitioners and associates which is primarily in the business of facilitating the development of its 

members through the establishment and expansion of knowledge, resources and networking. 

3.2 What is VA Acronym? 

Founded in [year], the [Association] aims to uphold the status of the [discipline] engineering profession by 

providing mutual assistance and advancement of engineering in the industry. [VA Acronym] promotes the 

interests of [discipline] engineering practitioners. It creates a foundation for the exchange of ideas and 

viewpoints on all aspects of [discipline] engineering, with the aim of expanding the knowledge and sharing 

best practice. We aim to elevate the status of [discipline] engineering practitioners by raising the 

professional standard in [Country Name]. 

3.3 Vision, mission & objectives 

 Vision 

Vision statements of [VA Acronym] are presented below. 

Enabling our members to compete, excel and thrive in the [discipline] engineering field 

To be a professional, dynamic, value-adding and influential body in the [discipline] engineering sector 

To be an energetic, learned society, representing and promoting all [discipline] engineers in [Country Name] 

To ensure growth and advancement of [discipline]engineering in [Country Name] and in the region 

To be the conduit for support, upliftment and development of the industry’s engineering practitioners 

 Mission 

The mission of [VA Acronym] is: 

To promote excellence in the [discipline] engineering profession for the benefit of [Country Name] 

To advance the development and exchange of relevant knowledge 

To uphold and advance the profession's standards, ethics and diversity 

To promote safety in every aspect of [discipline] engineering 

To enhance the lifelong career development and financial security of [discipline] engineering practitioners through products, 
services, networking, and advocacy 

To stimulate collaborative efforts among industry, universities, government, and professional societies 

To encourage other engineering and scientific professionals to participate in [VA Acronym] activities 

To advocate public policy that embraces sound technical and economic information and that represents the interests of [discipline] 
engineering 

Facilitate public understanding of technical issues in the [discipline] engineering field 

Achieve excellence in operations of the [Association]. 
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 Objectives 

The objectives of the [Association] are to: 

• Represent and act as spokesman for its members 

• Promote the appropriate interests of its members 

• Actively encourage contact between members and strengthen ties 

• Promote and support the interests of [discipline] engineering professionals and the engineering base 

involved  

• Act as guardian for the ethics of the industry 

• Maintain a high professional standard among members 

• Aid and promote technology transfer 

• Operate over the broad [discipline] engineering membership base to increase individual membership 

and affiliation 

• Canvas for new members 

• Retain members 

• Promote careers in science and technology  

• Ensure the adequate flow of qualified, highly skilled manpower into the [discipline] engineering 

sector 

• Promote and advance the knowledge, art, science and practice of [discipline] engineering in all its 

aspects 

• Foster transformation in the [discipline] engineering sector through skills and professional 

development 

• Develop strategic partnerships with government, semi-government, academic, research and other 

organisations to the benefit of the [Association], its members and the profession in general 

• Seek local and international partnerships and recognition and market the [Association] to broad 

target audiences to improve awareness levels, its image and reputation 

• Promote and exchange views and ideas on all aspects of [discipline] engineering whether among 

engineers in the [discipline] engineering environment or others associated with or having an interest 

in its field of operation 

• Develop knowledge products and services to support members in their profession 

• Grow the revenue base and source funding for development and research 

• Ensure that the scientific and practical needs of the [discipline] engineering sector of the economy 

are well served 

• Stress the importance of the [discipline] engineering industry in the national economy 

• Serve society, particularly where [discipline] engineering can contribute to the public interest 

3.4 Core values & principles 

Note to Voluntary Associations: The core values that are integrally part of the organisation should be published on 

this webpage. Consult the extensive list of core values provided in the Annexure A. 
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3.5 Organisational structure & leadership 

The organisational structure of the [Association] is described in its Constitution.  The organisational 

structure of [VA Acronym] is as follows. 

 Council 

The governance of [Association] is vested in the Council and stipulated in the Constitution. The Council 

comprises of: 

• The President  

• The Deputy President  

• The immediate Past President  

• xxx elected ordinary members 

• xxx additional co-opted members (one of whom shall be a person not more than 35 years old). 

Typically, these members are officials, secretary and a Young Members’ representative 

• The Chief Executive Officer, ex officio 

Note to Voluntary Associations: Provide an organisational structure, with names, positions, photographs and short 

profile of Council & main Committee members. 

 Executive Committee 

The management and administration of the affairs of the [Association] is vested in the Executive 

Committee which has the power to manage and administer the affairs of the [Association] (including the 

financial affairs). 

 Regions and Branches  

The [Association] operates in Regions and Branches. 

• A Region is a centre of concentrated engineering activity. Every member belongs to one of the 

Regions. 

• A Branch consists of one or more Regions within its area of operation. 

Each will have a committee that plans activities to engage with local members. The conduct their affairs in 

accordance with the Constitution and By-laws. 

 Divisions or Sections or Special Interest Groups 

The needs of discipline or sub-discipline specific and other interest groups are catered for by various 

committees whose activities are covered in the Constitution and By-laws. 

 Student Chapters 

If stipulated in the Constitution, the Council may, at its discretion approve the establishment of Student 

Chapters. Student Chapters are subject to the terms and conditions prescribed by the Educational 

Institution on which Campus the Student Chapter is established. 
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A Student Chapter consist of a committee and administration structures. It conducts its affairs in 

accordance with the terms and conditions mentioned above, as well as the Constitution and By-laws and 

Student Chapter Rules of the Association. Student Chapters are assisted and facilitated by the Branch that 

initiated its establishment. 

 Committees 

The committees that report to the Executive Committee are summarised below:  

Note to Voluntary Associations: Should more detailed descriptions of committee responsibilities be required for the 

website, consult the Registering Body material. 

3.6 Our Services / Offerings 

The organisation’s activities focus on the development and promotion of the [discipline] engineering 

profession, in terms of its objectives.  The [VA Acronym] provides a variety of services including: 

• Continuing Professional Development for members to keep abreast of development, interactive 

networking with and among all stakeholders and participants in the profession and the industry. 

• Initial Professional Development for graduate members and career advice.  

• The development of technical guidelines and documentation. 

• Placement portal to allow potential employers or mentors to connect with members looking for 

employment opportunities or graduates looking for mentors. 

• Community Outreach Programs for society through career guidance, awareness campaigns and 

capacity building for decision makers. 

• Support and input to central government regarding legislation concerning all aspects of [discipline] 

engineering. 

• Promotion and upholding of appropriate standards and an ethical approach. 

Education & Training 
Committee 

Plays a major role in ensuring that [VA Acronym] is active in supporting the development of 
members. It researches and develops courses required, promotes training of all levels of staff 
and validates and monitors Continuing Professional Development (CPD) on behalf of the 
engineering registering body [RB Acronym]. 

Finance & Staff  
Oversees the Finances and Governance of the Association/Federation. It reviews the annual 
financial statements and recommends them for approval to the Board/Council and reports on 
the financial affairs of the Association/Federation. 

International Committee  Establishes regional, African and international partnerships. 

Marketing & Communications 
Committee 

Is responsible for marketing training and events and publishing articles and social media posts 
to convey [VA Acronym]’s standpoint on important issues. It plays an advocacy and supports 
the Education and Training and Membership committees, among others.    

Membership & Constitutional 
Affairs Committee 

Approves membership applications and monitors and reports on membership numbers. It 
carries out research to determine the needs of members and recommends additional services 
to attract more members. The committee reviews the [VA Acronym]’s Constitution from time 
to time. 

Publications 
Gives guidance on the content of the magazine, research journals and the appropriate stocking 
of the bookshop where relevant.  

Young Members 
Represents the interests of young members, engages with tertiary institutions and provides 
role models for career guidance.  
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3.7 Policies & key documents 

The [VA Acronym] is governed by a formally accepted Constitution/By-laws. The [Association] needs to 

adhere strictly to its Constitution and be able to satisfy the Statutory Registering Body, [RB Name] of such 

adherence. Key documents in terms of the recognition by the registering body are the following. 

The founding documents of [VA Acronym]: 

• The Constitution 

• By-Laws 

• Code of Ethics 

• Memorandum of Incorporation 

In addition, the minutes of the [Association]'s most recent Annual General Meeting should always be 

available. 

Note to Voluntary Associations: Please upload essential policies and key documents here. 

4 Membership 

[RB Name] stipulates the following requirements for an association whose membership consists of natural 

persons who are practising in any engineering discipline or sub-discipline; or in any category of registration 

(professional, candidate, or specialist practitioner): 

• Must have at least xx voting members, who are in good standing with the [Association] 

• Majority of members must be registered persons in good standing with the Regulating Body 

(registration fees & CPD) 

The [Association]’s Constitution stipulates the membership requirements and further aspects are defined 

in the By-laws on Membership. The Constitution addresses the admission, election, transfer and 

termination of members. It also covers the categories, grades, and associated designations, among other 

things and adherence to the Code of Ethics.  

4.1 Benefits 

Benefits of belonging to [VA Acronym] might include the particulars listed below.   

Note to Voluntary Associations: An extensive list of benefits is included in Annexure D.  

[Discipline] Engineering 
Publications 

The journal/magazine is an informative monthly publication serving as a mouthpiece for the entire 

engineering sector by disseminating cutting-edge technical news and developments. Members 

receive a FREE subscription.  
The bookshop offers the latest texts in the [discipline] engineering field, authored both locally and 

internationally and contact documents among other topics.  

Continuing Professional 
Development 

Educational courses and classes offered by [VA Acronym] on the latest trends and practices in 
engineering. 

Seminars & Technical 
Tours 

[VA Acronym] Branches organise regular full- and half-day seminars featuring speakers covering 
both technical and contemporary topics. Technical Tours to various projects are arranged for 
knowledge sharing.  
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Discounts 
Paid-up members enjoy a reduction in [VA Acronym] Conference registration fees and [RB 
Acronym] fees. 

Prestige Designated initials after your name depending on the membership grade you apply for 

Networking 

Increase your professional profile by engaging in [VA Acronym] branches, sections, committees, 
and by participating in our events. This is an opportunity to network with clients, government 
officials, [discipline]engineering executives and fellow engineers. Your membership immediately 
allows you entry into an extended network of like-minded professionals – where you can market 
your professional services and initiate other commercial and social initiatives. 

4.2 Membership Categories 

The [VA Acronym] distinguishes between Corporate and Non-Corporate members.  The Executive 

Committee may specify further sub-categories under the different categories of Corporate Membership 

and in accordance with the By-laws on Membership. 

 Corporate Members 

• Honorary Fellows  

• Fellows 

• Corporate Members (i.e., those who are professionally registered) 

• Retired Corporate Members and Fellows 

 Non-Corporate Members 

• Graduates 

• Students 

• Associates 

• Affiliates 

• Retired Non-Corporate Members 

4.3 Membership requirements & the application process  

Note to Voluntary Associations: Please edit the documents required and whether the application process is paper-
based or online.  

Application for membership requires that applicants satisfy the education requirements for each grade of 

membership. Furthermore, applicants for corporate membership must be professionally registered with a 

recognised registering body. When applying for membership several or all the following documents must 

be submitted for assessment: 

• Application form 

• A certified ID copy 

• A black and white passport photo 

• Certified copies of relevant qualification(s) in the case of applications for full membership, or proof 

of registration at a tertiary education institution in the case of applications for student membership  

• A certified copy of the registration certificate from a recognised registering body, in the case of a 

corporate application 

• A CV may be required  

• Xx letters of support from members of [VA Acronym] in good standing  
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• Proof of payment 

[VA Acronym] has implemented an online application system. Hard copies may longer be submitted. Please 

log into the system to create a profile and then upload the above documents. Please arrange for payment 

of the application fee and upload the proof of payment when complete. Applications will not be processed 

until payment has been verified by the finance department.   

Once the application has been assessed for administrative correctness, it will be forwarded to membership 

committee to determine whether the applicant has satisfied the membership requirements. Applicants 

will be informed following the committee meeting whether they have been approved or not. 

5 News & Events 

Note to Voluntary Associations: This section of the webpage is created to promote the latest news about the 
organisation and to promote events.    

5.1 News  

Links would include media statements, news of new codes or standards, new legislation or legislation out 

for comment, a website gallery with photographs of attendees at events, new projects being undertaken 

or completed, award functions, presidential/council visits or any photographs reflecting the organisation’s’ 

involvement in the community.  

Any activities promoting the ideals/principles and values might be included here along with any relevant 

videos. News snippets on member achievements should be showcased to encourage all members to 

develop to their full potential.  

5.2 Events  

Events include conferences, seminars, workshops, and webinars to share information and deliberate on 

challenges relating to [discipline] engineering. Awards functions, career guidance and presidential visits 

are also key activities. Think tanks with government are also arranged to share key engineering views with 

various structures in the public sector.  

Note to Voluntary Associations: List events, times, dates and process for registering for events. 

5.3 Training  

[VA Acronym] is committed to providing opportunities for member companies, their staff, clients and 

others involved in the sector to enhance their skills. Training has been developed to meet the specific 

requirements of the [discipline] engineering industry. Courses are available nationwide and online.   

Note to Voluntary Associations: List training courses, times, dates and requirements and process for registering. 

Note to Voluntary Associations: You should not only rely on your website to communicate, but social media should 
be harnessed to share important news feeds and details of events and training courses.  
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6 Documents/Publications  

Note to Voluntary Associations: This page will contain the most current documents and information which may 
include: 

• Magazine, journal, newsletter(s) 

• Annual reports, strategic plans, business plans 

• Policies and guidelines  

• National legislation affecting the sector  

• Career guidance material 

• Research output 

• Publications for sale such as contract documents, codes, standards, technical books and textbooks.  

7 Contact Us 

 

Note to Voluntary Associations: The Contact Us webpage is accessed from the homepage. Office hours, office 

locations, a map, contact numbers and a generic email address will be included here. An online query/contact function 

should also be provided. Typical contact details include: 

• Details of office locations 

• Maps and directions (GPS coordinates, if available) 

• Physical address/Postal Address 

• Email 
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• Telephone 

• Address details for Satellite Offices  

• Address details for Branches 

• Embedded Google Map listing 

• Contact Us form 

8 Sign-In 

Note to Voluntary Associations: Where online application is a requirement and/or Council documents such as 

business plans, budgets, agendas, memorandums, and minutes of Council meetings are saved online to obviate the 

need for emailing or issuing hard copy Council packs, a sign-in section will be required. A member only area may also 

be set up for members to have exclusive access to presentations and articles. 

9 Other ideas 

Note to Voluntary Associations: Although the material outlined for setting up a corporate VA is comprehensive, the 
following sites can be consulted for other ideas on what to include on your site.  

Voluntary Associations (Individual)  URL  

Africa  

Institution of Engineers of Kenya https://www.iekenya.org/ 

Malawi Institution of Engineers https://miemw.com/ 

Nigerian Society of Engineers https://www.nse.org.ng/ 

Sierra Leone Institution of Engineers http://slie-sl.org/ 

South African Institution of Civil Engineering https://saice.org.za/ 

Uganda Institution of Professional Engineers http://www.uipe.co.ug/ 

Zimbabwe Institution of Engineers http://zie.org.zw/ 

United Kingdom and Ireland   

Institution of Agricultural Engineers (IAE) https://iae.co.uk/ 

Institution of Chemical Engineers (IChemE) https://www.icheme.org/ 

Institution of Civil Engineers (ICE) https://www.ice.org.uk/ 

Institution of Engineering and Technology (IET) https://www.theiet.org/ 

Institution of Mechanical Engineers (IMechE) https://www.imeche.org/ 

Institution of Structural Engineers (IStructE) https://www.istructe.org/ 

Engineers Ireland (EI) https://www.engineersireland.ie/ 

United States and Canada  

The Engineering Institute of Canada (Use the URL to locate 
the 14 societies per discipline which make up the 
Institute) 

https://eic-ici.ca/member-societies/ 

American Institute of Chemical Engineers (AIChE) https://www.aiche.org/ 

American Society of Civil Engineers (ASCE) https://www.asce.org/ 

Institute of Electrical and Electronics Engineers https://www.ieee.org/ 

American Society of Mechanical Engineers (ASME) https://www.asme.org/ 

 

  

https://www.iekenya.org/
https://miemw.com/
https://www.nse.org.ng/
http://slie-sl.org/
https://saice.org.za/
http://www.uipe.co.ug/
http://zie.org.zw/
https://www.istructe.org/
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SPECIAL INTEREST GROUPS - 

WOMEN IN ENGINEERING 
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1 Introduction 

This document aims to assist Council or Board members to develop or enhance the content of the website 

for their Voluntary Association, and to offer ideas for additional structures and processes they could 

consider to strengthen their organisation.  

Before commencing on designing the website, it would be advisable to read the ‘Overview’ section and 

watch the video under ‘Structure of a Site’ under ‘PEI Development Toolkit’ on the AEP Portal 

http://aepportal.com/. Having gained an understanding of how to structure a website, Council or Board 

members should work through this document and the document under ‘Data Structures’ to select or 

markup the content that would be relevant to the organisation, and the data and processes required. Once 

agreed this will form a scoping document for sharing with the website developer.  

Few website developers understand the operations or requirements of Voluntary Association. The 

material provided will be invaluable to minimise the time to scope the site requirements, and to ensure 

that the website developer has a thorough understanding of the Council’s requirements. 

Before marking up the selected sections in this document, use the Find and Replace option in Word to 

replace: 

• [RB Name] with the name of the registering body in the country, if appropriate 

• [VA Name] with the name of the Voluntary Association 

• [VA Acronym] with the acronym for the Voluntary Association. If the body does not have an 

acronym, also replace all incidences of [VA Name] with the name of the Voluntary Association 

• [Association] with the type of organisation – for instance with Institute, Institution or Society 

• [Country Name] with the name of your country 

• As the VA may be discipline specific and not represent all engineering professionals, the [Discipline] 

has also been introduced. Replace [Discipline] with appropriate discipline where relevant or with 

nothing, using find and replace if the organisation represents all engineering disciplines 

Please note that the square brackets [ ] must be included in the selection, as they should be removed from 

the document content. If you would like the replaced Name or Acronym to be regular text and not italics, 

when using Find and Replace, select More, Format, Font, Regular. As nomenclature and rules vary per 

organisation, additional guidance to voluntary associations is highlighted in yellow, and numbers which 

must be adjusted are highlighted in mustard.  

2 Home Page 

The home page should include the organisation’s name, acronym, logo, contact details, links to other 

organisations, teasers to other pages on the site and a welcoming introductory statement about the 

organisation. The following statements are provided as examples. 

Inspiring and supporting diversity and inclusion in the engineering profession  

Investing in the future of women in engineering and technology for the betterment of society 

A catalyst for change for women in the engineering profession 

http://aepportal.com/
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The [VA Name] ([VA Acronym]) in [Country Name] is a professional learned society and networking body 

for female engineering practitioners. The association promotes the study and practice of engineering and 

related sciences among females. 

3 About Us 

3.1 Introduction 

Women have a huge role to play in the development of sustainable projects that add to economic 

development in Africa. [VA Acronym] envisions a world where female engineering professionals and 

graduates are successful by getting the support that they need to become leaders in solving complex 

engineering problems for our societies. 

3.2 What is [VA Acronym]? 

[VA Acronym] was founded in xxx and is a Voluntary Association aimed at supporting women in the 

engineering industry to develop to their full potential. [VA Acronym] provides opportunities for women to 

meet other engineering professionals to enhance their knowledge and understand issues facing the 

industry and women in particular. 

3.3 Vision, mission & objectives 

 Vision 

Vision statements of [VA Acronym] are presented below. 

[VA Acronym] seeks to be the leading voluntary association that accelerates the progress of female engineering professionals in 
[Country Name] 

[VA Acronym] seeks to create an environment where females in [Country Name] can pursue their interest, education, and careers 
in the engineering profession without barriers 

[VA Acronym] seeks to create an environment in which women are as likely as men to choose to study and work in engineering, 
and one in which there are enough engineers in the country to meet a growing demand 

A world with gender parity and equality in engineering and technology 

 Mission 

The mission of [VA Acronym] is to: 

build a strong and supportive community to connect, attract, promote, retain, and advocate for women in engineering 

empower women to achieve full potential in their careers as engineer professionals and leaders, to expand the image of the 
engineering and technology professions as a positive force in improving the quality of life, and to demonstrate the value of diversity 
and inclusion. 

promote, enhance and facilitate opportunities for women to succeed in engineering. 

 Objectives 

[VA Acronym] has developed strategic themes based upon our roles as supporter, collaborator and 

challenger, to achieve our mission. 
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Supporter 
Connecting women engineers, providing the link between [VA Acronym] members and wider networks, 
providing technical and leadership development opportunities and sharing good practice with members and 
[VA Acronym] partners 

Collaborator 
Strengthening engineering, working with partners to support the development of women in engineering, 
consulting with the [RB Acronym], industry and academia as well as cooperating with government 

Challenger 
Changing cultures, challenging other associations to further the diversity and inclusion agenda more widely 
across the engineering environment 

 
In order to accomplish its mission, the Association endeavours to carry out the following objectives. 

• Raise the profile of women in engineering and build relationships with other stakeholders working to 

advance women in engineering 

• Promote education and professional development related to women in engineering and encourage 

women to consider engineering as a profession 

• Promote gender diversity and inclusivity and speak as the collective voice of women in the 

engineering profession 

• Inspire women to achieve in the engineering profession 

• Advocate for women in leadership roles and career advancement for women in the profession 

• Research and identify issues that impact women from different socio-economic strata and 

occupational backgrounds and work with relevant stakeholders to develop strategies to address 

them 

• Promote and advance the knowledge, art, science and practice of engineering in all its aspects 

• Present considered opinions and recommendations to [RB Acronym] and other related voluntary 

associations 

• Develop strategic partnerships with government, semi-government, academic, research and other 

organisations to the benefit of [VA Acronym], its members and the engineering profession in general 

• Create an online presence through current and popular social media platforms and keep the website 

up to date 

• Support and participate in regional and national conferences to create awareness, build 

partnerships, alliances and recruit new members who share the same vision. 

3.4 Core values & principles 

The core values that are integrally a part of [VA Acronym] are described below. 

Inclusive 
Environment 

We embrace diversity in its broadest interpretation and commit to creating an inclusive environment for 
all our members and stakeholders. We value the contributions of a diverse membership, which enables 
[VA Acronym] to achieve its full potential 

Integrity 
We aspire to the highest level of ethical behaviour as evidenced by honesty and dignity in our personal 
and professional relationships and responsibilities 

Mutual Support 
We provide an association that fosters mentoring and the development of professional and personal 
networks 

Professional 
Excellence 

We conduct our activities in a professional manner, demonstrating and demanding the highest standards 
of business practices 

Trust 
We share a common definition of success with open, transparent access to information, building mutual 
respect and confidence in the competence of those with whom we lead, serve and partner with 
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 [VA Acronym] Diversity Principles 

At [VA Acronym], we acknowledge and respect the value of a diverse community. We recognise that the 

scope of diversity includes race/ethnicity, religion, family status, age, physical abilities, sexual and 

affectional orientation, actual or perceived gender, gender identity and expression, socio-economic status 

and occupational focus. We maintain an environment that is supportive of these elements and promote 

inclusion within our organisation and the engineering community and our bylaws, policies, and charters 

support [VA Acronym]'s commitment to diversity.  

 [VA Acronym] Code of Conduct and policies  

The Membership of [VA Acronym] will consistently subscribe to the Code of Conduct, Core Values, and 

Strategic Vision of the organisation and make use of the policies and guidelines to help them navigate 

through their careers. The Policy Against Harassment outlines the zero-tolerance principles that should 

be followed by members and everyone in the workplace and offers guideline on how to address incidents 

of harassment.  

3.5 Organisational structure & leadership 

 Board  

Our organisation is directed by some of the most energised and accomplished women in engineering, 

representing a broad cross-section of engineering disciplines.  The [VA Acronym] Board comprises of: 

• The Chairperson   

• The Vice Chair 

• The Secretary 

• The Treasurer 

• The Events Coordinator 

Note to Voluntary Associations: Provide an organisational structure, with names, positions, photographs and short 
profile of the Board & main committee members. 

 Committees  

The Board deals with all issues associated with [VA Acronym] hence formal committees are not in place, 

but specific issues which are dealt with by small working groups include:   

Note to Voluntary Associations: Should more detailed descriptions of committee responsibilities be required for the 
website, consult the Registering Body material. 

Finance  The group oversees the Finances and Governance of [VA Acronym] 

Marketing & Communications  
This group is responsible for promoting [VA Acronym] and publishing articles and social media 
posts to convey its standpoint on important issues 
It plays a major advocacy role in terms of women in engineering and diversity and inclusivity 

Membership  
Promotes membership of [VA Acronym] and approves membership applications. It carries out 
research to determine the needs and issues that members face and recommends additional 
support and services to attract more members 

Partnerships  
Identifies like-minded organisations and establishes local, regional, African and international 
partnerships to further the cause of women in engineering  
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3.6 Our Services / Offerings 

The services of the [VA Acronym] relate encouraging and developing its members and include the 

following. 

 

• Professional development initiatives including technical talks, tours, breakfast seminars, 

conferences, social events and networking initiatives 

• Outreach and volunteer initiatives to communities and schools including career guidance and 

encouraging girls to study mathematics and science  

• Presentations to women in science and engineering groups at tertiary education institutions 

• Provide leadership and role models for young people wishing to enter the fields of science and 

engineering 

• Provide mentoring support to both engineering students and young women in the workplace to 

guide their development  

• Provide leadership support to mid-career professionals working their way up the corporate ladder   

• Women in Engineering Journal/Magazine or Newsletter  

• Awards in recognition of the contribution that women make to the engineering industry and 

community at large.  

3.7 Policies & key documents 

The [VA Acronym] is governed by a formally accepted Constitution and By-laws. The Association needs to 

adhere strictly to its Constitution and be able to satisfy the Statutory Registering Body [RB Acronym] of 

such adherence. Key documents in terms of the recognition by the registering body are the following. 

The founding documents of [VA Acronym] are: 

• The Constitution 

• By-Laws 

• Code of Ethics 

• Memorandum of Incorporation 

Note to Voluntary Associations: Please upload essential policies and key documents here. 

4 Membership 

Membership in [VA Acronym] is an opportunity to sharpen your skills, keep abreast of industry trends, 

make professional connections, and enjoy a host of benefits, discounts, and perks. [VA Acronym] members 

represent all engineering disciplines and many areas of technology. 

4.1 Benefits 

Why be a member of [VA Acronym]? Join [VA Acronym] to: 

• Be part of the largest network of women engineers in [Country Name] and meet like-minded people 

at our events 

• Support [VA Acronym] and its campaign for gender diversity in all engineering disciplines 
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• Hear about outreach opportunities to inspire the next generation of engineering practitioners 

• Access to Members’ only area of the website 

• Discounted rates to relevant conferences 

• Have a direct impact on promoting, enhancing and facilitating opportunities for women to succeed in 

engineering 

• Receive newsletters with announcements of events, on-going programs and volunteer opportunities 

• Raise the profile of women as technical leaders. 

4.2 Membership categories & fees 

The Association has three types of membership as presented in the following table. 

Individual Members Professionals, Graduates and Student Members  

Corporate 
Members 

Corporate members who wish to support [VA Acronym]. Signing up as a corporate member provides a 
saving for companies with multiple [VA Acronym] members 

Affiliate Members  
Companies wishing to sponsor [VA Acronym] – this is a great way to show your support for female 
engineering practitioners 

4.3 Membership requirements & the application process  

Note to Voluntary Associations: Please edit the documents required and advise whether the application process is 
paper-based or online.  

Application for membership requires that applicants satisfy the education requirements for each grade of 

membership. Furthermore, applicants for corporate membership must be professionally registered with a 

recognised registering body. When applying for membership several or all of the following documents 

must be submitted for assessment: 

 Individual members: 

• Application form 

• A certified ID copy 

• A black and white passport photo 

• Certified copies of relevant qualification(s) in the case of applying for full membership, or proof of 

registration at a tertiary education institution in the case of student membership  

• Certified copy of registration certificate from a recognised registering body, in the case of a 

corporate application 

• A CV may be required  

• Xx letters of support from members of [VA Acronym] in good standing  

• Proof of payment. 

 Corporate members and affiliates: 

• Application form 

• Copy of the ID / Passport of owners and shareholders (if any)  

• Copy of the Company Registration  

• Letter of recommendation from an [VA Acronym] member in good standing  

• Proof of payment  
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[VA Acronym] has implemented an online application system. Hard copies may longer be submitted. Please 

log into the system to create a profile and upload the documents as outlined above. Please arrange for 

payment of the application fee and upload the proof of payment when complete. Applications will not be 

processed until payment has been verified by the finance department.   

Once the application has been assessed for administrative correctness, it will be forwarded to membership 

committee to determine whether the applicant has satisfied the membership requirements. Applicants 

will be informed following the committee meeting whether they have been approved or not. 

 Member Directory  

A list of members willing to share their details and offer support to young women in engineering may be 

downloaded here www.here.org (or in the member sign in section). 

5 News & Events 

Note to Voluntary Associations: This section of the webpage is created to promote the latest news about the 
organisation and to promote events.    

5.1 News  

Links would include press releases, news of new codes or standards, new legislation or legislation out for 

comment, a website gallery with photographs of attendees at events, new projects being undertaken or 

completed, award functions, presidential/council visits or any photographs reflecting the organisation’s’ 

involvement in the community and championing the cause of women in engineering.  

Any activities promoting the ideals/principles and values might be included here along with any relevant 

videos. News snippets on achievements of women in engineering should be showcased to encourage other 

women in the field.  

5.2 Events  

Events include conferences, seminars, workshops, and webinars to share information and deliberate on 

challenges relating to the industry and women in engineering in particular. Awards functions, career 

guidance and visits of the chair and other office bearers are also key activities. Think tanks with 

government are also arranged to share key engineering views with various structures in the public sector.  

Note to Voluntary Associations: List events, times, dates and process for registering for events. 

5.3 Training  

[VA Acronym] is committed to providing opportunities for members to enhance their skills. Training has 

been developed to meet the specific requirements for women progressing in their careers – these include 

soft skills training to be able to handle the most demanding challenges in the workplace and to be able to 

sell yourself as well as management and leadership training. Courses are available nationwide and online.   

Note to Voluntary Associations: List training courses, times, dates and requirements and process for registering. 

http://www.here.org/
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Note to Voluntary Associations: You should not only rely on your website to communicate, but social media should 

be harnessed to share important news feeds and details of events and training courses.  

6 Documents/Publications  

Note to Voluntary Associations: This page will contain the most current documents and information which may 

include: 

• Magazine, journal, newsletter(s) 

• Annual reports, strategic plans, business plans 

• National legislation affecting the sector  

• Career guidance material 

• Policies, standards and guidelines  

• Research output 

• Topical publications 

7 Contact Us 

 
Note to Voluntary Associations: The Contact Us webpage is accessed from the homepage. Office hours, office 

locations, a map, contact numbers and a generic email address will be included here. An online query/contact function 

should also be provided. Typical contact details include: 
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• Details of office locations 

• Maps and directions (GPS coordinates, if available) 

• Physical address/Postal Address 

• Email 

• Telephone 

• Address details for Satellite Offices  

• Address details for Branches 

• Embedded Google Map listing 

• Contact Us form 

8 Sign-In 

Note to Voluntary Associations: Where online application is a requirement and/or Board documents such as business 

plans, budgets, agendas, memorandums, and minutes of Council meetings are saved online to obviate the need for 

emailing or issuing hard copy Council packs, a sign-in section will be required. A member only area may also be set up 

for members to have exclusive access to presentations and articles. 

9 Other ideas 

Note to Voluntary Associations: Although the material outlined for setting up a corporate VA is comprehensive, the 

following sites can be consulted for other ideas on what to include on your site.  

Voluntary Associations (Individual)  URL  

Society of Women Engineers (SWE) https://swe.org/  

Women’s Engineering Society (WES) https://www.wes.org.uk/  

IEEE Women in Engineering  https://www.ieee.org/membership/women/index.html  

The European Association for Women in Science, 
Technology, Engineering and Mathematics (WITEC) 

https://www.witeceu.com/  

WomEng  https://www.womeng.org/  

Women in STEM  http://www.womeninstem.co.nz/  

The Association of Professional Women Engineers of 
Nigeria 

https://www.apwen.org/  

Sierra Leone Women Engineers https://www.slwe.org.sl/ 

Women in Science and Engineering (WISE) https://www.wisecampaign.org.uk/why-wise/  

South African Women in Science and Engineering 
(SAWISE) 

http://www.sawise.uct.ac.za/  

It should be noted that there are WISE Societies based on many university campuses around the world.  

 

 

https://swe.org/
https://www.wes.org.uk/
https://www.ieee.org/membership/women/index.html
https://www.witeceu.com/
https://www.womeng.org/
http://www.womeninstem.co.nz/
https://www.apwen.org/
https://www.slwe.org.sl/
https://www.wisecampaign.org.uk/why-wise/
http://www.sawise.uct.ac.za/
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1 Introduction 

This document is aimed to assist Council or Board members to develop or enhance the content of the 

website for their Voluntary Association and, and to offer ideas for additional structures and processes they 

could consider to strengthen their organisation.  

Before commencing on designing the website, it would be advisable to read the ‘Overview’ section and 

watch the video under ‘Structure of a Site’ under ‘PEI Development Toolkit’ on the AEP Portal 

http://aepportal.com/. Having gained an understanding of how to structure a website, Council or Board 

members should work through this document and the document under ‘Data Structures’ to select or 

markup the content that would be relevant to the organisation, and the data and processes required. Once 

agreed this will form a scoping document for sharing with the website developer.  

Few website developers understand the operations or requirements of Voluntary Association. The 

material provided will be invaluable to minimise the time to scope the site requirements, and to ensure 

that the website developer has a thorough understanding of the Council’s requirements. 

Before marking up the selected sections in this document, use the Find and Replace option in Word to 

replace: 

• [RB Name] with the name of the registering body in the country, if appropriate 

• [VA Name] with the name of the Voluntary Association 

• [VA Acronym] with the acronym for the Voluntary Association. If the body does not have an 

acronym, also replace all incidences of [VA Name] with the name of the Voluntary Association 

• [YP Name] with the name of the Young Professionals Forum or Young Members Pane, as the case 

may be 

• [YP Acronym] with the name of the Young Professionals acronym 

• [Country Name] with the name of your country 

• As the VA may be discipline specific and not represent all engineering professionals, the [Discipline] 

has also been introduced. Replace [Discipline] with appropriate discipline where relevant or with 

nothing, using find and replace if the organisation represents all engineering disciplines 

Please note that the square brackets [ ] must be included in the selection, as they should be removed from 

the document content. If you would like the replaced Name or Acronym to be regular text and not italics, 

when using Find and Replace, select More, Format, Font, Regular. As nomenclature and rules vary per 

organisation, additional guidance to voluntary associations is highlighted in yellow, and numbers which 

must be adjusted are highlighted in mustard.  

2 Home Page 

The home page should include the organisation’s name, acronym, logo, contact details, links to other 

organisations, teasers to other pages on the site and a welcoming introductory statement about the 

organisation. The following statement is provided as an example. 

http://aepportal.com/
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The [YP Name] ([YP Acronym]) of the [VA Name] of [Country Name] is a group of young professionals who are enthusiastic about 
the engineering industry.  The Forum aims to provide an all-inclusive, non-racial and non-discriminatory home for young 
professionals in the sector. 

3 About Us 

3.1 What is [YP Acronym]? 

As a division of [VA Name], the [YP Acronym] is part of a non-profit company, incorporated for public 

benefit or other objectives as required by item xxx of Schedule xxx of the Companies Act of [Country 

Name]. 

The [YP Acronym] is a voluntary group composed of young engineering and specialist practitioners (xx 

years of age or younger) who belong to [VA Acronym]. The [YP Acronym] forms a unified network of people 

who are passionate about all aspects of [discipline] engineering and its intrinsic linkages to people, 

economies, development and technology.   

The [YP Acronym] presents opportunities for career development at workshops, technical events, and 

online initiatives.  These activities help young professionals to develop their skills and expand their network 

in social and professional environments. Young people can take advantage of initiatives that support the 

development of the future workforce in the sector. 

3.2 Vision, mission & objectives 

 Vision 

Vision statements of [YP Acronym] is presented below. 

Achieving professional excellence through trans-disciplinary networking by young people striving for specialised advancement 

To be the premier organisation that unites and accelerates the progress of young professionals in [Country Name] as a catalyst to 
promote the [discipline] engineering profession for the future 

To create an environment which encourages up-and-coming [discipline] engineering professionals to participate in [VA Acronym] 
activities through involvement, training opportunities and networking activities 

 Mission 

The mission of the [YP Acronym] is reflected in the following statements. 

To enhance the growth of the [VA Name] and the [discipline] engineering industry by promoting the participation and development 
of young professionals 

To create an environment which encourages up-and-coming [discipline] engineering professionals to develop a working 
relationship with [VA Name] through involvement, training opportunities and networking activities 

To motivate and inspire young professionals to become active players in the [discipline] engineering industry by offering activities 
that foster learning, leadership, and camaraderie while instilling the values of integrity, professionalism, and excellence 

To provide young professionals with a platform to influence the strategies, policies and initiatives of [VA Name] and [Country 
Name], by promoting the active participation in [YP Acronym] through a variety of initiatives and activities such as forums, events, 
webinars and communication channels 



 
AEP Website Toolkit 
Africa Catalyst Programme 
 

 

90 | P a g e  

 Objectives 

The intention with the [VA Name]’s young professional group is to contribute to the present and future 

needs of the sector in [Country Name], an aim which requires the continuous development of a workforce 

which is adequate in size, capable in skills and strong in leadership. 

To accomplish its mission, the [YP Acronym] has the following objectives. 

• To make young people excited about the [discipline] engineering discipline, increase their loyalty 

towards the sector and limit the exodus of young members to other fields. 

• To create a network of cross discipline young professionals within the [discipline] engineering 

industry. 

• To actively participate in the committees and events sponsored by the [VA Acronym]. 

• To support and facilitate Young Professionals to play an active role in [VA Acronym] activities, and in 

so doing to elevate the profile of the association. 

• To promote the benefits of and increase the membership of the [YP Acronym] and ensure that [YP 

Acronym] activities remain relevant to Young Professionals. 

• To provide a unified voice for the young professionals within the [discipline] engineering industry. 

• To educate the public about the [discipline] engineering field through volunteering and philanthropy. 

• To bring young members, research and education personnel, as well as students together and 

expose them to broader industry issues. 

• To act as a catalyst for filling the generation gap in the [discipline] engineering profession and 

showcase the accomplishments of young professionals in the sector. 

• To assist the [discipline] engineering industry in developing high-quality young engineering 

professionals at an early stage in their careers. 

• To facilitate networking and dialogue among the [YP Acronym] membership through planning and 

participation in social and professional events. 

• To provide a platform for young professionals to network effectively regionally and throughout 

Africa. 

• To provide a means for young and graduating engineers to share dedication, frustrations, concerns, 

and achievements with others through the administration of social network facilities. 

• To support professional and personal development and the expanding needs of young engineering 

and specialist practitioners in the development of their careers. 

• To develop and support a culture of lifelong learning by assisting in providing and organising courses 

aided by the [VA Acronym]. 

• To apply professional ethics in all [VA Acronym] activities and encourage young members to follow 

suit. 

3.3 Core values & principles 

The [YP Acronym] will carry out its vision, mission and objectives in the following manner on behalf of the 

young professional’s community. 
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Listen We will seek the views of the wider young professional community and listen to their needs and interests 

Understand 

We will seek to understand the interests of young professional members 

We will review, understand and support [VA Acronym] goals and objectives 

We will encourage discussion within the young professional community 

Integrity 
We will work in an impartial manner to ensure equal opportunity and transparency in all our decisions and 
activities 

Flexibility 
We seek the ability to make changes and deal with changing conditions. We are open to everything new. We 
value and raise the ability of being mobile and to quickly respond to changes in the environment or any 
other obstacles that we face. 

Friendship 
We build good relationships in which people help, support and care for one another. We value good 
personal relations and teamwork. We focus on each person involved in our activities and in this way, we 
create synergy. 

Teamwork 
We accept the diversity within the [YP Acronym] group and we share knowledge and resources to achieve 
individual and collective success 

Fun 
We enjoy everything we do.  We value positive emotions of the people involved in our actions. We strive to 
make our activities enjoyable to everybody who is connected to them. We act with passion and strive to 
share this passion with people around us. 

Improvement 
We strive to continuously improve the standards in everything we do. We use all our creativity to enhance 
the way we work. This is to guarantee constant development of our actions. 

Learning 

We gain skills and understanding through experience.  We value everything we learn through the experience 
of being involved in our activities and we strive to learn as much as possible from every aspect of our work. 
We value personal development and strive for an open learning community, where we have the freedom to 
share and develop ideas. 

3.4 Organisational structure & leadership 

The [YP Acronym] consists of a Steering Committee (SC), several sub-committees and the Young 

Professional members. The aim of these committees is to ensure that the objectives of the [YP Acronym] 

are implemented i.e., to develop initiatives and programs to reach out to Young Professionals. Each 

committee may identify additional roles and/ or sub-committees as and when required. 

 Steering Committee  

Members of the SC are members of the [YP Acronym] who are interested in directing the activities of the 

[YP Acronym].  

The SC is lead by a Chairperson who acts as the coordinator between the [VA Acronym] and [YP Acronym] 

to ensure that the [VA Acronym]’s position is considered and represented when programmes, objectives, 

and activities are developed.  

The organisational structure is as follows. 

• The Chairperson   

• The Vice Chair 

• The Secretary 

• The Treasurer 

• Past Chairperson 

• Committee Members 

o Events planning team 
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o Communications and promotions team 

o Volunteer Coordinator 

o University Liaisons 

o Membership and Outreach 

Note to Voluntary Associations: Provide an organisational structure, with names, positions, photographs and short 
profile of main committee members. 

 Committee activities  

The Steering Committee deals with all issues associated with [YP Acronym] hence formal committees are 

not in place, but specific issues which are dealt with by small working groups include:   

3.5 Our Services / Activities 

The activities of the [YP Acronym] encompass but are not limited to the following focus areas. 

• Professional development initiatives including technical talks, tours, lunchtime presentations, social 

events and networking initiatives 

• Outreach and volunteer initiatives to communities and schools including career guidance and 

encouraging learners to study mathematics and science  

• Outreach to students and at tertiary education institutions 

• Ensuring access to mentoring support for both engineering students and young members in the 

workplace to guide their development  

• Facilitating and ensuring that young members share their research and findings at local and 

international events  

• Involving young members in community outreach events and fundraising for local charities  

• Creating an online presence through current and popular social media platforms and keeping the 

website up to date 

• Publishing regular e-newsletters online and via email  

• Participating in various committees [VA Acronym] to share the views and aspirations of young 

members 

• Making awards in recognition of the contribution that young members make to the engineering 

industry and community at large 

Finance  The group oversees the Finances and Governance of [YP Acronym].  

Marketing & Communications  

This group is responsible for promoting [YP Acronym] and publishing articles and social media 
posts to convey its standpoint on important issues. It plays a major advocacy role in terms of 
attracting and supporting young members in the industry and initiates many networking events 
and support activities for young members. 

Membership  
Promotes membership of [VA Acronym]. It carries out research to determine the needs and 
issues that members face and recommends additional support and services to attract more 
members.  

Outreach  
The outreach group plans and drives career guidance initiatives, engineering competitions, 
liaison with and roadshows to tertiary education institutions.   

Partnerships  
Identifies like-minded organisations and establishes local, regional, African and international 
partnerships to further the cause of young members in engineering.  
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3.6 Policies & key documents 

The [YP Acronym] is governed by a Charter and the [VA Acronym] By-laws.  

Key documents are:  

• The Charter 

• [VA Acronym] By-laws 

• Code of Ethics 

• The Annual Business Plan 

• Minutes of meetings 

Note to Voluntary Associations: Please upload essential policies and key documents here. 

3.7 [YP Acronym] Code of Ethics  

Young Professionals (YPs) and [YP Acronym] Steering Committee members will adhere to the prevailing 

[VA Acronym] Code of Ethics. 

4 Membership 

4.1 Benefits 

The [YP Acronym] presents opportunities for career development at workshops, technical events, and 

online initiatives. These activities help you to develop your skills and expand your network of colleagues 

and associates.  

Specific benefits include: 

• Networking with colleagues (young professionals) and industry experts 

• Keeping up to date with the latest events, technical presentations and access to research and 

support materials 

• Attending events, courses, site visits and customised seminars to advance ongoing learning and 

professional development 

• Discounted rates for events and programmes 

• Access to a range of sector-related technical and research articles via [VA Acronym] 

4.2 Categories 

The Young Professional Forum is a collaborative volunteer group which is open to any engineering or 

specialist practitioner or allied professional under the age of xxx who are members of [VA Acronym]. This 

includes students or graduate members.  

  



 
AEP Website Toolkit 
Africa Catalyst Programme 
 

 

94 | P a g e  

4.3 Membership requirements & the application process  

Note to Voluntary Associations: Please edit the documents required and whether the application process is paper-

based or online If the young members initiative is composed of members of the parent body, then only an application 

form will be necessary for young members to express their interesting in being part of the initiative. If young members 

from other professions are also encouraged to join, then additional information about their education, discipline etc. 

will be required to determine their eligibility to join.  

Application for membership requires that applicants who are members of [VA Acronym] express their 

desire to be part of the [YP Acronym]. For applicants outside the organisation who are part of the built 

environment, it will be necessary to demonstrated that you satisfy the education requirements. When 

applying for membership several or all of the following documents must be submitted for assessment: 

• Application form 

For those how are not members of [VA Acronym] please also provide:  

• A certified ID copy 

• A black and white passport photo 

• Certified copies of relevant qualification(s)  

• Proof of payment 

[VA Acronym] has implemented an online application system. Hard copies may longer be submitted. Please 

log into the system to create a profile and upload the documents as outlined above. Please arrange for 

payment of the application fee (if from outside the organisation) and upload the proof of payment when 

complete. Applications will not be processed until payment has been verified by the finance department.   

For those outside the organisation, once the application has been assessed for administrative correctness, 

it will be forwarded to membership committee to determine whether the applicant has satisfied the 

membership requirements. Applicants will be informed following the committee meeting whether they 

have been accepted or not. 

5 News & Events 

Note to Voluntary Associations: This section of the webpage is created to promote the latest news about the 
organisation and to promote events.    

5.1 News  

Links would include press releases, a website gallery with photographs of attendees at events, projects 

being undertaken or completed, award functions, presidential/council visits or any photographs reflecting 

the organisation’s’ involvement in the community. Any activities promoting the ideals/principles and 

values of the organisation might be included here along with any relevant videos. News snippets on young 

member achievements should be showcased to encourage other young members.  

The [YP Acronym] Newsletter continues its mission to create a bridge between all YPs in [Country Name]. 

It is a link that channels young professionals’ ideas, interests, activities, growth, cultures and 

achievements. To see full details of all previous issues and to keep up to date on the latest [YP Acronym] 

newsletter, please click here [hyperlink]. 
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5.2 Events  

Events include conferences, seminars, workshops, and webinars to share information and deliberate on 

challenges relating to the development of young professionals. Awards functions, career guidance, road 

shows, engagements with tertiary education institutions and presidential visits are also key activities.  

Note to Voluntary Associations: List events, times, dates and process for registering for events. 

5.3 Training  

The [YP Acronym] is committed to providing opportunities for its young members to progress in their 

careers. Training courses and workshops have been developed to meet the specific requirements of 

members, such as how to prepare a CV and succeed in an interview; how to deal with ethics challenges 

etc. Other soft skills training is offered to be able to handle the most demanding challenges in the 

workplace and to be able to sell yourself. For technical, contractual, and other industry specific courses 

see the training section of the [VA Acronym] website. Courses are available nationwide and online.   

Note to Voluntary Associations: List training courses, times, dates and requirements and process for registering. 

Note to Voluntary Associations: You should not only rely on your website to communicate, but social media should 
be harnessed to share important news feeds and details of events and training courses.  

6 Documents/Publications  

Note to Voluntary Associations: This page will contain the most current documents and information which may 
include: 

• Annual reports, strategic plans, business plans 

• Research output 

7 Contact Us 

Note to Voluntary Associations: The Contact Us webpage is accessed from the homepage. Office hours, office 

locations, a map, contact numbers and a generic email address will be included here. An online query/contact function 

should also be provided. Typical contact details include: 

• Details of office locations 

• Maps and directions (GPS coordinates, if available) 

• Physical address/Postal Address 

• Email 

• Telephone 

• Address details for Satellite Offices  

• Address details for Branches 

• Embedded Google Map listing 

• Contact Us form 
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8 Sign-In 

Note to Voluntary Associations: Where online application is a requirement and/or Council documents such as 

business plans, budgets, agendas, memorandums, and minutes of Council meetings are saved online to obviate the 

need for emailing or issuing hard copy Council packs, a sign-in section will be required. A member only area may also 

be set up for members to have exclusive access to presentations and articles. 
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1 Introduction 

In gathering data from various organisations, as part of the Numbers and Needs in the SADC Region 

study in 2017-2018, it was noticed that the organisations that have the most information about their 

members and are able to target activities to suit member needs, have become larger organisations than 

those with only basic information. The size of organisation does not seem to be wholly dependent on the 

number of the appropriate discipline in the workforce! It is therefore important that applicants provide 

as much relevant data as required from the outset.  

The overall process of applying for membership of a voluntary association, versus applying for professional 

registration is similar, as can be seen in the flow diagram but there are generally more intermediate steps 

in processing an application for registration. The data required and detailed workflow, capturing all steps 

must be agreed for sharing with the website developer.  
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2 Becoming a member or registered with a professional body 

The major differences between applications for RBs versus VAs are the information required and the 

assessment and approval processes handled by the registration or membership committee(s).  

Once an applicant is in the system, whether an individual or company, additional applications for other 

grades of membership or registration may be submitted by starting at the second stage shown in the 

diagram.  

2.1 Basic personal data 

This would be names, demographics, addresses, etc. as outlined later under Section 3.  

2.2 Category of membership or registration  

Pick lists of membership categories or registration grades will need to be developed; see Picklist A for 

typical options. 

In the case of registering bodies, the picklist may be repeated for graduates-in-training and those 

applying for professional registration.  

2.3 Information required  

Applicants will need to be advised about what information, certificates, reports, and other documents 

required per category or grade of registration. See Section 4.7 under Registering Bodies and Section 4.3 

under the Voluntary Association options for the information to be provided when applying for 

membership.  

A comprehensive list of documents to be uploaded will need to be developed, and picklists relating to each 

category will need to be displayed to support applicants through the process.  

2.4 Acknowledgement 

Once an application has been received, or successfully submitted, the professional body should issue a 

thank you letter in which they advise the applicant of the process that the application will go through, and 

the expected timeframes for processing. If online tracking functionality is in place, the applicant will need 

to be given a URL to track their application’s progress.  

2.5 Internal process and notification  

The process for approving applications will vary in complexity and time, depending on the grade of 

application. For instance, student applications require the receipt of an ID, proof of registration as a 

student, and a declaration, whereas applications for professional registration will require ID, qualifications, 

experience reports, support from referees or supporters etc., and for one or more committee(s) to decide 

whether the experience is commensurate with the level of registration being applied for. Typical steps will 

be as follows: 
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 Administrative checks 

Before membership or registration committees receive the applications or are asked to review the 

applications online, an administrative process needs to be followed to ensure the integrity of the 

application.  

Key issues, such as checking identity documents, the verification of engineering qualifications, checking 

that referee or supporter documents have been received, checking that the application has been signed 

under oath, and payment has been made, are important. Once these are in place, the application will be 

forwarded to a committee or group of reviewers for assessment and approval.  

 Assessment and review process 

In the case of VAs, which are membership bodies, the processes are relatively straightforward, whereas 

for registering bodies, the processes will be much more detailed.  

2.5.2.1 Processing of membership applications  

The processing of applications in membership bodies relate to complying with the requirements set for 

grades of membership. These would relate to registration with a tertiary education institution in the case 

of students, qualifications in the case of graduates, professional registration in the case of corporate 

members, and citations from senior members when motivating to elevate members to the grades of 

Fellow or Honorary Fellow. The first three categories may effectively be recommended to the 

membership committee for approval by administrative staff, whereas the latter two would require the 

committee to apply its mind on the recommendations received. Once an application has been approved, 

a confirmation letter should be sent to the applicant, and a membership certificate should either be 

posted, emailed, or made available for download. A membership invoice for the balance of the year 

should also be issued.  

In the case of corporate membership bodies, checks on the size and type of each company applying for 

membership, whether the company is in good standing and details of the owners and senior 

professionals would need to be checked against membership requirements.  

2.5.2.2 Processing of professional registration applications  

Processing of applications for professional registration is a far more complex process, requiring the 

involvement of several professionals in the same discipline, and preferably the same field, as the 

applicant, to ensure that a rigorous assessment is carried out to determine competence. It will also be 

necessary to decide whether assessments will only be carried out based on the written submission, or 

whether an interview or exam should be factored into the process. Interviews have the advantage that 

the reviewers can focus on the field in which the applicant is working and can ensure competence in his 

or her chosen field. The possible process will be as follows:  

• Determine the area of specialisation of the applicant  

• Select assessors with matching experience (it will be necessary to decide how many assessors should 

be involved)  

• Issue the application to assessors and advise the date by which the assessments should be submitted 

if assessors are individually submitting assessments, or the date of the next meeting if assessors will 

meet to agree on each application (an evaluation form will need to be developed and shared with 
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assessors – the focus should be on determining whether competence has consistently been achieved 

against each outcome. See the discussions in Section 3.6.3.3. of the registering Bodies chapter)  

• When assessments are received, or assessors meet and work through the applications they have 

assessed, criteria will need to be in place to decide on the next step, e.g. 

o If everyone approves the application, register or invite the applicant to a professional interview, 

or to write a practice exam  

o If only a certain percentage agree, ask for additional information to address gaps identified, or 

invite the applicant to an evaluation interview 

o If inadequate, advise of weaknesses, and suggest the type of experience that should be gained 

for a further period before resubmitting 

• If considered ready, either register, or in countries where a professional interview is required, select 

an interview date and location and advise applicant  

• Select reviewers to attend professional interview and provide them with the application and an 

assessment form.  

• Once the interview is over, a decision will be needed as per the assessment process above, i.e.  

o If all reviewers supported the application, recommend registration to the registration committee  

o If found to be inadequate, reject the application, and in the follow up correspondence, explain 

the shortcomings and offer the applicant an option to appeal or to attend an advisory interview  

• Depending on the applicant’s response, constitute an appeal or advisory team of different people 

from those who constituted the assessment and interview teams  

• In the case of an advisory interview, schedule a meeting, and select and invite advisors and the 

applicant. The application and notes made by assessors and reviewers should be forwarded to 

advisors prior to the meeting  

• In the case of an appeal, schedule an appeal date, and select and invite professionals to hear the 

appeal and notify the applicant of the date. The application and notes made by assessors and 

reviewers and an assessment form should be forwarded to the appeal team prior to the meeting  

• If not registerable, reject again with final letter about when to apply again and what experience 

should be gained before applying again.  

• Where applicants are recommended for registration, submit recommendations to the registration 

committee for ratification, after which a confirmation must be issued to the applicant that he or she 

has been registered, and either post or email the certificate or make it available for download. An 

invoice for registration for the remaining part of the year should also be issued.  

2.5.2.3 Tracking progress 

If applications can be submitted online, and processing of applications is also managed online, it will be 

beneficial to include functionality for applicants to monitor the progress of their applications, to limit the 

number of calls and emails to the organisations to enquire about progress.  

It should be possible to report on having passed the administrative, the submission for assessment, the 

invite for interview, and the approval and rejection stages. Users will require usernames and passwords 

and the system must be able to generate a new password if applicants have forgotten their passwords.  
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3 Database fields  

Studying databases from various voluntary associations and registering bodies, the following fields are 

suggested to ensure that institutions know as much about their members as possible and can offer a 

comprehensive range of services. Where necessary, Notes have been included in the tables to explain 

the reason why such fields should be included. The acronyms RB and VA, also included in the Notes 

column, indicate where fields specifically relate to a Registering Body or a Voluntary Association, 

respectively. Where there are no acronyms in the Notes column, both VAs and RBs should consider the 

merits of using the fields suggested.  

3.1  Registering bodies and voluntary associations representing individuals and 
employee data for corporate VAs 

Fields  Notes   

Personal info  
Title Mr, Ms, Dr, Prof., etc. 

Initials  

First names  

Last name  

Known as This name will be used in personalised correspondence rather than the list of first 

names or combination of first and last names. This should be a compulsory field to 

enhance communication with applicants.  

ID number  

If no ID, Passport number   

Date of Birth Do not ask age, as this will not stay current – rather calculate age from birth date 

when age is required. It is important to know what age group members fall into, for 

targeting specific communications or activities e.g. activities which would appeal to 

young members, or contacting the older members to see if they are prepared to act 

a mentors for instance.   

Place of birth  

Country of birth  Source country list from:  

https://www.iso.org/iso-3166-country-codes.html   

Please ensure that your country appears at the top of the list, as the default  Nationality 

Arrival date RB If the answers to the above two are different, it may be necessary to ask the 

arrival and departure dates in terms of issuing temporary registration certificates  Expected departure date  

Male or Female Important for reporting on the increasing absorption or lack thereof of women in 

engineering  

Race Group (optional)  

Home language Should countries wish to communicate with members in their home language, a 

picklist of languages will be required 

Language spoken It is useful to give applicants the option to select which other languages they speak 

as experts with ability in more than one language may be of value when engaging 

with different language groups, or when receiving international delegations 

Disability (Y/N)  

Nature of Disability  Consider providing a picklist according to the national measures  

Photograph Make provision for uploading a photograph of the applicant  

Private email address Often corporate email addresses are non-functional, so it is always best to send 

communications to both private and business addresses Email address at employer  

Mobile number  

  

https://www.iso.org/iso-3166-country-codes.html
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Addresses  

Residential address The need for this information will vary per country – if reliability of servers and 

electronic communication is poor, ‘snail mail’ may still be a method of 

communicating and may be required from a legal point of view. 

To ensure consistency of data, picklists for the province or state should be used, and 

once the province or state has been selected, picklists for the town, municipality or 

area should be provided. In this way, courses, roadshows, etc. can be targeted to 

people in an area. The postal codes can also be used for regional targeting.  

Province/State 

Residential Address 1 

Residential Address 2 

Residential Address 3 

Residential Suburb 

Residential Postal Code 

Residential telephone number 

Postal address 

Province/State 

Postal Address 1 

Postal Address 2 

Postal Address 3 

Postal Address 4 

Postal Code 

Employer details  

Employer name Employer type and/or sector is important to determine which types of companies 

and industry sectors support PEIs, and which need targeting to get involved. These 

may vary per country and per type of professional body.  

 

See Picklist B for company types and Picklist C for a list of possible sectors. A 

combination of these may be considered depending on the need for the data.  

 

Understanding which employers support membership of VAs, professional 

registration and training is essential for PEIs to know who to approach for support in 

terms of capacity to serve on committees, offer workplace training opportunities, 

sponsorships, etc. 

 

In terms of employer addresses, this will also vary per country – and it will be 

necessary to decide what information is required, and for what purpose.  

 

Care should be taken not to collect more data than is required, as keeping data up to 

date is a huge task. Professional bodies should carefully think through the reasons 

for including each field suggested and should select only those that will serve a 

purpose in terms of contacting members, offering relevant services and being able to 

report on the extent of membership and services that the organisation offers.   

Employer type 

Employer sector 

Does your employer support 

membership of our PEI? Y/N 

Employer email address 

Physical address  

Employer Province/State 

Employer Physical Address 1 

Employer Physical Address 2 

Employer Physical Address 3 

Employer Town  

Employer Physical Address Code 

Telephone number at employer 

Postal address 

Employer Postal Address 1 

Employer Postal Address 2 

Employer Postal Address 3 

Employer Postal Address 4 

Employer Province/State 

Employer Postal Code 

Qualifications  

Qualification 1 Knowing about qualifications is important for all organisations.  

 

VAs need to be able to identify experts for purposes of developing and delivering 

courses, chairing think-tanks, advising government in challenging situations relating 

to their specialist area, etc. Masters and particularly PhD holders are invaluable in 

the learned society environment. 

 

RBs need to be sure that qualifications match the requirements for the category of 

registration that has been applied for. A database of tertiary education institutions 

and recognised qualifications offered by those institutions needs to be drawn up as 

picklists for selection.  

 

An option of Other is also required to allow those who qualified at other institutions 

or outside the country to be able to enter their qualification details.  

 

Educational Institution  

Country  

Qualification  

Qual Description  

NQF Level  

Date Final Exam  

Qual Relevant to Registration? 

Qualification 2 

Educational Institution  

Country  

Qualification  

Qual Description  

NQF Level  

Date Final Exam  
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Qual Relevant to Registration? A flag will also be required to allow the equivalence of the qualification to be entered 

after an education evaluation.  Qualification 3 

Educational Institution  

Country  

Qualification  

Qual Description  

NQF Level  

Date Final Exam  

Qual Relevant to Registration? 

Professional details  

Discipline See Picklist D for a list of possible disciplines and sub-disciplines.  

For RBs, it is important to be able to identify experienced engineers in a sub-

discipline to participate in registration assessments of graduates in the same sub-

discipline. 
Sub Discipline  

Major engineering function  See Picklist E for a list of possible engineering functions. Applicants should be able to 

select more than one option, but practically not more than three.  

 

This is important, both for VAs to target members for specific training, and for RBs to 

identify experienced engineers doing that type of work to participate in registration 

assessments of graduates doing similar work. 

Category of Registration or 

Membership being applied for 

See Picklist A 

Registering Body In the case of a VA which offers Corporate membership to those who are 

professionally registered, it will be necessary to know the applicant’s registration 

details. If there are several registering bodies and registration categories in a 

country, picklists will need to be developed.  

Category of Registration  

Registration Number 

Job title VA Company members - this may be required depending on the Constitution of the 

organisation. See Picklist F for possible options but edit according to the 

organisation’s requirements.  

Type of staff member VA Company members – professional, non-professional technical, other   

Application process  

Graduate-in training RB Over and above making provision for personal information and documents 

submitted as outlined in Section 4.7 of the Registering Body chapter, it will be 

necessary to save correspondence with the applicant about the application 

submitted. Provision for additional submission dates and processes should be 

covered to allow the applicant to move from graduate to professional.  

Date of submission of application for 

in-training  

In-training Council Reg No 

Date of registration as in-training 

Professional registration RB   

Date of submission of application for 

registration  

Over and above making provision for personal information and documents 

submitted as outlined in Section 4.7 of the Registering Body chapter, provision 

should be made for additional sets of dates and transactions in the future, if it is 

possible to move from one registration category to another, e.g., from registered 

technician to incorporated engineer.  

Referee/supporter details In instances where applications require endorsement by professionals registered 

with the RB, it will be necessary to identify referees or supporters in the database 

and link them to the application, along with their comments about the applicant.  

Date of administrative check on 

application complete 

See the application process described in Section 2.5 above.  

 

Assessment process It will be necessary to keep a record of assessors and add comment fields, ratings, 

and conclusions for each of the assessors against each applicant after assessing the 

application.  

Names of assessors selected to 

assess the application 

Date of issuing request to assess the 

application 

Date of assessment 

Comments of assessors  

Recommendations of assessors  
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Review process  It will be necessary to keep a record of reviewers and add comment fields, ratings, 

and conclusions for each reviewer against each applicant relating to the professional 

interview. 

Names of reviewers selected to 

interview the applicant 

Date of issuing request to interview 

applicant 

Date of interview  

Comments of reviewers   

Recommendations of reviewers  

Names of moderators If there is also a moderation process, similar fields to the above will be required for 

moderators.  

Date of submission to registration 

committee 

 

Date of registration approval It will be necessary to save correspondence with the applicant about each 

application submitted.  

Council Reg Number  

Date of registration refusal   

Registration refused – reason  It will be necessary to save correspondence with the applicant about the reason for 

refusal and their options for appeal or support. 

Registration status  Active or inactive. In terms of RBs, the practice seems to be to keep records of 

everyone who has ever registered in the life of the organisation – in which case, 

reporting on the current capacity in the country requires an option to select only 

those who are active. 

If inactive, reason Deceased, retired, emigrated, resigned, non-payment, suspended, registration 

withdrawn, etc. 

Date of becoming inactive   

Serving as a mentor? (Y/N)  

Mentor registration number If registration numbers issued to mentors. 

Note, if the RB wishes to develop a list of which graduates-in-training the mentor is 

supporting, additional fields will need to be added for graduates-in-training, to ask if 

they are being mentored, and if so, by whom, or alternatively, additional fields will 

need to be added for the mentor to add the graduate registration number of 

appropriate mentees.  

Serving as assessor As per the mentor discussion above, if the RB wishes to determine who is prepared 

to serve as an assessor, reviewer or moderator, additional fields will be required. 

Assessors, reviewers, and moderators should be asked to indicate the sub-

disciplines/specialist areas in which they can best serve.  

Serving as reviewer 

Serving as moderator  

Membership application VA   

Date of submission of application Over and above making provision for personal information and documents 

submitted as outlined in Section 4.3 of the Voluntary Association chapters provision 

should be made for additional sets of dates and transactions in the future if it is 

possible to move from one category of membership to another, e.g., student to 

graduate, to corporate member, to Fellow and eventually Honorary Fellow. 

Referee/supporter details In instances where applications require endorsement by members of the VA, it will 

be necessary to identify referees or supporters in the database and link them to the 

application, along with their comments about the applicant.  

Date of administrative check on 

application complete 

See the application process described in Section 2.5 above. 

 

Date of submission to membership 

committee 

 

Date of approval/joining  It will also be necessary to save correspondence with the applicant about each 

application submitted. 

Membership number  

Membership status  Active or inactive 

If inactive, reason Deceased, retired, emigrated, resigned, non-payment, suspended, membership 

withdrawn, etc. 

Date of becoming inactive  
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Professional affiliations   

Affiliation 1 A picklist of institutions/associations in your country should be drawn up as the 

default list for selection.  
 

An option of Other is also required to allow those who belong to other institutions to 

enter their affiliations.  
 

In the case of Other, the institutions or associations may be outside the country, in 

which case an option to ask about the country should be included.  
 

Source the country list from:  

https://www.iso.org/iso-3166-country-codes.html   

Please ensure that your country appears at the top of the list, as the default 

Institution/Association  

Membership number  

Membership date 

Country  

Affiliation 2 

Institution  

Membership number  

Membership date 

Country  

Etc.  

CPD progress and records   

Data per course attended VA When members book on courses, information should be logged against their 

records. This should include the course or qualification name, date(s) attended and 

the accreditation number. If a member attended a short course, and passed 

whatever assessment was required, they would receive a CPD certificate, but if they 

did not pass, an attendance certificate would be issued. The certificates should be 

stored per member, so that the member can access certificates at any stage for 

evidence to be submitted to the registering body in the case of re-registration.  

Course/qualification name 

Date(s) attended 

Accreditation number  

Type of certificate issued  

PDF of certificate 

Payment   

Membership or registration  It will be necessary to keep a record of payments made initially, for upgrades and per 

annum according to the functioning of the organisation.  Payment date 

Payment amount 

Reminder date  

Struck off date 

Services  A record of the services provided, or purchases made, needs to be kept. This may 

include the payment for courses, conferences, codes, standards, books from a 

bookshop, or memorabilia.  

Payment date 

Payment amount 

Service for which payment is made 

Reminder date  

Involvement in structures of the PEI 

Serving on which committees, Board 

or Council  

Fields will be needed to capture the committees or structures on which members 

serve. It will also be necessary to capture the position on committee, e.g., member, 

vice-chair, chair, president-elect, president, and other appropriate roles. Members 

may serve on more than one committee. 

Participation in section, division, 

branch, region or special interest 

groups 

VA The list of possible structures in which a member can participate must be 

available for selection. Members may participate in more than one structure.  

3.2 Typical screens for registration or individual membership bodies  

A few typical screens showing how the capture may look are shown below. In this system, six tabs are 

used:  

• General 

• Professional 

• Contact 

• Qualifications 

• Addresses 

• Membership 

https://www.iso.org/iso-3166-country-codes.html
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 General 
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 Professional 

 

 Contact 

 

 Membership 

 
ETC. 
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3.3 Voluntary associations representing companies  

When managing VAs that are composed of company members, it will be necessary to decide on the 

details required in relation to owners, senior management, personnel, and company details, such as 

turnover, capital, assets, etc.  

Once a decision on the owners, and levels of personnel has been made, a selection of the fields above for 

capturing information about individuals may be used. It will be necessary to add a field or two to capture 

whether individuals are owners, or shareholders, and if they are employees, to add their position in the 

company. Job title may become important. See Picklist F for possible job titles.  

The table below outlines typical corporate data that will be required.  

Fields  Notes   
Company information   

Company Name  

Type of organisation See Picklist B 

Company Registration number  

Company Registration date  

Specialisations  See Picklist G 

Annual turnover   

Asset value   

% Foreign shareholding   

% Local shareholding   

Number of professional staff  

Number of non-professional technical 

staff 

i.e., those not professionally registered, but qualified to perform technical functions  

Number of other staff  

% Foreign staff   

% Local staff   

Provides in-house training (Y/N)  

Website URL   

Comments   

Number of branch offices  

Type of membership e.g., Corporate, sponsor, etc.  

Date joined   

Contact details – head office   

Physical address  The need for this information will vary per country – if reliability of servers and 

electronic communication is poor, ‘snail mail’ may still be a method of 

communicating and may be required from a legal point of view. 

 

To ensure consistency of data, picklists for the province or state should be used, and 

once the province or state has been selected, picklists for the town, municipality or 

area should be provided. In this way, courses, roadshows, etc. can be targeted to 

members in an area. The postal codes may also be used for regional targeting.  

Province/State 

Physical Address 1 

Physical Address 2 

Physical Address 3 

Town  

Physical Address Code 

Telephone number  

Fax number 

Email address 

Postal address 

Province/State 

Postal Address 1 

Postal Address 2 

Postal Address 3 

Postal Address 4 

Postal Code 
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Fields  Notes   
Comments  

Contact details – per branch office  

Physical address   

Province/State 

Physical Address 1 

Physical Address 2 

Physical Address 3 

Town  

Physical Address Code 

Telephone number  

Fax number 

Email address 

Postal address 

Province/State 

Postal Address 1 

Postal Address 2 

Postal Address 3 

Postal Address 4 

Postal Code 

Comments  

Payment   

Membership   

Payment date  

Payment amount  

Reminder date   

Struck off date  

Date of becoming inactive   

Reason for becoming inactive  Resignation, company closed, struck off, deceased in case of sole practitioner  

Services   

Payment date  

Payment amount  

Service for which payment is made  

Reminder date   

3.4 Typical screens 

A few typical screens showing how the capture may look are shown below.  

 Membership 
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 General 
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 Addresses 

Contact information, including the addresses of all offices / branches of the firm, will be added after the 

membership record has been created. 
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3.5 Picklists 

The tables below cover the picklists referred to above. These are offered as a guide and will need to be 

modified depending on the type of organisation and the needs of the country. 

 Picklist A – Major engineering categories of registration/membership 

Categories of registration will vary per country. There will normally be registered persons and 

candidates/graduates, working towards professional registration. The latter must work under the 

supervision of registered persons and should be part of the RB, so that the RB will know how many are in 

the workplace and can keep them appraised of the latest training and registration requirements.  

VAs are likely to have more categories of membership. Not only do they need to know the registration 

status of their members, but they should also be encouraging student membership, and in many cases, 

VAs have employers as members, i.e., companies who belong to benefit from the learned society role 

that VAs play. In addition, they may have affiliate members being suppliers who wish to be linked to the 

VA for purposes of promoting their products or services.  

The categories below have been drawn from a range of organisations and should be used as a guide for 

developing a picklist relevant to the organisation.  

Level Category 

Registering Bodies  

Registered with RB  

Professional Professional Engineer 

 Registered Professional Engineer  

 Professional Engineering Technologist 

 Incorporated Engineer 

 Professional Engineering Technician 

 Engineering Technician 

 Technician Engineer  

 Technician  

 Etc. 

Registered Registered Engineer 

 Registered Engineering Technologist 

 Registered Engineering Technician 

 Etc. 

Certificated Certificated Engineer 

 Certificated Engineering Technologist 

 Certificated Engineering Technician 

 Etc. 

Specified category Lifting Machinery Inspector 

 Lift Inspector 

 Medical Equipment Inspector 

 Fire Protection Systems Inspector  

 Materials Tester 

 Etc. 

Craftsperson  Master Craftsperson 

 Registered Engineering Craftsman  

 Registered Craftsperson 

 Engineering Craftsman 

 Etc. 
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Level Category 

Graduate with RB  

Professional Graduate Engineer 

 Candidate Engineer 

 Training Professional Engineer 

 Engineer in Training  

 Pupil Engineer 

 Graduate Engineering Technologist 

 Candidate Engineering Technologist 

 Incorporated Engineer in Training  

 Graduate Incorporated Engineer 

 Graduate Technologist  

 Graduate Engineering Technician 

 Candidate Engineering Technician 

 Engineering Technician in Training 

 Graduate Technician Engineer 

 Etc. 

Registered Registered Graduate Engineer 

 Registered Graduate Engineering Technologist 

 Registered Graduate Engineering Technician 

 Etc. 

Certificated Graduate Certificated Engineer 

 Graduate Certificated Engineering Technologist 

 Graduate Certificated Engineering Technician 

 Candidate Certificated Engineer 

 Candidate Certificated Engineering Technologist 

 Candidate Certificated Engineering Technician 

 Etc. 

Specified category Candidate Lifting Machinery Inspector 

 Candidate Lift Inspector 

 Candidate Medical Equipment Inspector 

 Candidate Fire Protection Systems Inspector  

 Candidate Materials Tester 

 Candidate Building Inspector  

 Etc. 

Voluntary Associations 

Student Member Registered at a tertiary education institution recognised by the VA 

Graduate Member Recent graduates (usually up to 5 years are graduation) 

Associate Member Unregistered practitioners with more than 5 years of experience  

Corporate Member Corporate Members are usually professionally registered, have voting rights 

and can proceed to be recognised as Fellows or eventually Honorary 

Fellows. They would remain in the database once they have retired, as 

Retired Members, or Retired Fellows.  

Fellow Recognised as being a long standing and loyal member of the VA 

Honorary Fellow  Recognised as being a leader in a specialist area and/or making an 

exceptional contribution to professional body or the sector  

Company Member or 

Sponsor  

Generally, employer organisations who contribute to the VA 

Affiliate Member  Generally, suppliers who wish to be part of events, and promote products or 

services 
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 Picklist B – Company/employer types  

Type of employer 
Non-Profit 

Partnership 

Private Company 

Public Company  

Sole Proprietor 

State-owned Enterprise 

 Picklist C – Sector  

Type of employer 
Academia/Tertiary Education 

Agriculture, Forestry and Fishing  
Consulting, Professional Service Provider  

Contracting  

Equipment, Supplies and Service Providers  

Financial Services 

Health Care 

ICT 

Legal 

Local Government   

Manufacturing 

Mining and Quarrying 

National Government 

NGO 

Parastatal/Utility  

Process Plant 

Property Development  

Provincial/State Government 

Training  

Transport and Storage 

Wholesale and Retail Trade 

 Picklist D– disciplines and sub-disciplines  

Typical disciplines and sub-disciplines are listed below to be used as picklists for online systems. Others 

may be added, such as medical or textile engineering, and more sub-disciplines may be added, 

depending on country needs.  

It is valuable to know the sub-discipline in which members work, for purposes of organising courses, 

workshops, conferences, etc, to address their specific needs. Furthermore, it is essential that registering 

bodies know the main specialties of registered professionals for purposes of matching assessors’ and 

interviewers’ experience with those of applicants whose submissions they are reviewing.  

Discipline Sub-discipline 

Aeronautical Aeronautical Design  

  Aeronautical Systems Engineering 

  Aeronautical Certification Engineering  

  Flight Test Engineering 

Agricultural Agricultural Energy Engineering  

  Agricultural Product Processing Engineering 
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Discipline Sub-discipline 

  Agricultural Renewable Energy Engineering  

  Agricultural Structures and Facilities Engineering 

  Agricultural Waste Handling and Management 

  Aquaculture Engineering 

  Environmental Engineering  

  Food Engineering 

  Hydrology and Agricultural Water Use Management  

  Irrigation Engineering 

  Mechanisation Engineering  

  Natural Resources Engineering 

  Rural Infrastructure Engineering 

Chemical Biochemical Engineering  

  Petrochemicals Engineering 

  Food Processing Engineering  

  Reactor Engineering 

  Energy Engineering  

  Bio-Engineering 

  Environmental Engineering  

  Extractive Metallurgical Engineering 

Civil Structural Engineering   

  Hydraulic Engineering 

 Coastal Engineering  

  Geotechnical Engineering 

  Transportation Engineering  

  Environmental Engineering 

Electrical Electrical Power Engineering  

  Electronic Engineering  

  Telecommunications Engineering 

  Computer Engineering  

  Control Engineering  

  Energy Engineering 

  Bio-Engineering  

  Electro-Mechanical Engineering  

  Mechatronic Engineering 

  Software Engineering 

Industrial  Production Engineering  

  Logistics  

  Systems Engineering 

Marine Vessels 

 Offshore structures  

Mechanical Nuclear Engineering  

  HVAC Engineering  

  Automotive Engineering 

  Fluid Systems 

  Fire Protection Engineering 

  Energy Engineering 

  Bio-Engineering  

  Environmental Engineering  

  Electro-Mechanical Engineering 

  Mechatronic Engineering 



 
AEP Website Toolkit 
Africa Catalyst Programme 
 

 

117 | P a g e  

Discipline Sub-discipline 

Metallurgy Materials Engineering 

 Physical Metallurgical Engineering   

 Extractive Metallurgical Engineering   

 Materials Engineering   

Mining Colliery Engineering 

  Metalliferous Mining Engineering 

  Mine Environmental Engineering  

  Rock Engineering 

  Surface Mining Engineering  

 Mineral Valuation Engineering 

 Picklist E – Major engineering functions performed 

Type of employer 

Construction Management  

Contract Management 

Design  

Drafting/CAD/GIS 

Engineering Management  

Forensic engineering/investigations 

General Management 

Inspection 

Installation and Commissioning  

Lecturing 

Maintenance and Repair  

Operations 

Process Control  

Production 

Project Management  

Quality Management 

Research and Development 

Safety and Risk 

Sales  

Site Supervision 

System Development  

Testing 

Other 

 Picklist E – Job titles 

Typical job titles will vary substantially from company to company and from sector to sector. Some ideas 

are shared below for consulting and contracting.  

It may be worth leaving this as a free field for the first year and rationalising all the titles thereafter to 

prepare a picklist for consistency in the future. It will also be necessary to decide why this field is needed, 

as the list will get very long, as can be seen in the sample below.  

If setting up a mechanical or mining association, titles will be quite different again, including production 

engineers, estimators, quality control and assurance personnel etc. For a useful manufacturing list see: 

https://www.thebalancecareers.com/manufacturing-job-titles-2061501 

https://www.thebalancecareers.com/manufacturing-job-titles-2061501
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Type of employer 

Management  

Chief Executive Officer  

Managing Director 

Senior Manager 

Manager  

Chief Director 

Director 

Deputy Director  

Technical Director  

Consulting  

Team Leader 

Lead Designer 

Manager  

Project Manager 

Construction Project Manager  

Resident Engineer 

Engineer 

Technician 

Technologist 

Junior Engineer 

Junior Technologist 

Junior Technician 

Junior Manager  

Senior Engineer 

Senior Technologist 

Senior Technician 

Specialist Other 

Contracting  

Construction Manager 

Contract Manager 

Project Manager 

Site Agent 

Sub Agent 

Site Engineer 

Safety Manager  

Quality Controller 

Laboratory Manager  

Senior Foreman 

Foreman 

Craftsperson (possibly list the different crafts) 

Operator (possibly list the different operations occupations) 

General Worker 
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 Picklist G – Company specialisations  

These will vary from country to country. The specialisations below may be used to tailor a suitable list.  

Type of specialisation 

Consulting  

Aeronautical 

Agricultural 

Chemical 

Civil 

Electrical 

Geology 

GIS 

Industrial 

Marine  

Materials  

Mechanical 

Metallurgy 

Mining 

Planning 

Property Development  

Property Valuations 

Survey 

Textiles  

Contracting  

General Building 

Civil Engineering 

Electrical Engineering Works – Building 

Electrical Engineering Works – Infrastructure 

Mechanical Engineering 

Asphalt works (supply and lay) 

Building excavations, shaft sinking, lateral earth support 

Corrosion protection (cathodic, anodic, and electrolytic) 

Demolition and blasting 

Fire prevention and protection systems 

Glazing, curtain walls and shop fronts 

Landscaping, irrigation and horticulture works 

Lifts, escalators and travellators (installation, commissioning and maintenance) 

Piling and specialised foundations for buildings and structures 

Road markings and signage 

Structural steelwork fabrication and erection 

Timber buildings and structures 

Waterproofing of basements, roofs and walls using specialist systems 

Water supply and drainage for buildings (wet services, plumbing) 

Steel security fencing or precast concrete 
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ANNEXURES - 

SUPPORTING DOCUMENTS  
The following documents are composed of ideas gathered from many PEI websites to assist those looking 

for content to set up or enhance their organisations and websites. Select whatever material is relevant to 

the organisation.  

ANNEXURE A: Core Values & Guiding Principles (Generic List) .......................................................................... 122 

ANNEXURE B: Code Of Professional Conduct .................................................................................................... 123 

ANNEXURE C: Guidelines For Developing A VA Constitution ............................................................................. 125 

ANNEXURE D: Membership Benefits (Generic) ................................................................................................. 135 
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ANNEXURE F: Getting Started – Webiste Checklist ........................................................................................... 139 

ANNEXURE G: The IEA Attributes ..................................................................................................................... 141 
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ANNEXURE A: CORE VALUES & GUIDING PRINCIPLES (GENERIC LIST) 

Note to Professional Bodies in general: These clauses have been extracted from professional bodies in many 

countries. Select which ever values and principles apply to your organisation.  

In our governance, administration, service delivery and continuous improvement, we are guided by the 

following values and principles. 

Accountable We are accountable for all our actions and will provide details of our performance against targets. 

Collaboration 
We build and maintain respectful relationships (internally and externally), to establish effective 
collaboration across the diverse engineering community. 

Corporate Social 
Responsibility 

We are committed to protecting and maintaining the quality of our environment.  

Courteous & Helpful We provide a courteous and helpful service to our members and stakeholders. 

Creativity & 
Innovation 

We promote and encourages innovation, creativity and positive risk-taking amongst our members. 

Diligence We follow best practice and exercise due care and diligence in the conduct of our day-to-day activities 

Engineering 
approaches 

We apply engineering methods to address complex challenges and realise successful sustainable solutions. 

Equity & Fairness We apply fairness and equity in professional judgment. 

Ethics 
• We are guided by ethical codes (both written and unwritten) in our professional and social conduct. 

• We strive to exhibit the highest standards of professionalism with impeccable ethics and integrity. 

Excellence We endeavour to achieve the best possible standards in all we do. 

Honesty 
We institute internal processes, procedures, methods and measures to achieve consistency of actions and 
we have zero tolerance for corruption. 

Impact We assess our impact based on the delivery of value to members and other stakeholders. 

Individuals 
We place a premium on the importance of people, their intellect, and influencing skills, to support complex 
decisions and to deliver enduring change. 

Innovation 
We continuously seek and employ better and more affordable solutions to meet the needs of our 
stakeholders and the public we serve. 

Integrity 
We carry out our responsibility in a manner that will preserve and enhance the integrity of the 
organisation. 

Learning & 
Development 

We promote lifelong learning through education and continuing professional development, covering both 
technical and leadership competencies. 

Non-discriminatory We ensure that our services are available and applied equally to all. 

Pioneering & 
Innovation 

We pursue opportunities ourselves or with partners to develop engineering solutions to meet future needs. 

Professional 
Our conduct is beyond reproach, and we adhere to the highest ethical standards underpinned by quality, 
timeliness, trust and respect. 

Progressive We constantly innovate and apply new approaches for the benefit of all. 

Standards  
We establish, monitor and publish clear standards of service that engineering professionals should comply 
with to ensure the well-being of the public. 

Sustainability 
We apply the principles of sustainability to our work and through outreach in our communities we 
maximise our contribution to the environment. 

Teamwork 

• We encourage participation and teamwork. 

• We work with unity of purpose irrespective of our roles in achieving our organisational objectives. 

• We work as a team to achieve exceptional results. 

• We work together to achieve our objectives and to deliver benefit to our members and society. 

Transparency 
We are open and transparent in all our dealings with our members and all other stakeholders and provide 
easy to follow procedures, investigation outcomes and information to all. 
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ANNEXURE B: CODE OF PROFESSIONAL CONDUCT 

Note to Professional Bodies in general: These clauses have been extracted from many codes of conduct. Select which 

ever clauses suit your type of organisation and include additional clauses or concepts as required.  

1 Preamble 

The purpose of Engineering is to improve living conditions for mankind, always safeguarding life, health 

and property. Engineering professionals needs to uphold and advance the integrity, honour and dignity of 

the engineering profession by being honest and impartial and serving their employers, their clients, and 

the public with fidelity; striving to increase the competence and prestige of the engineering profession; 

and using their knowledge and skill for the enhancement of human welfare. 

An engineering professional: 

• Is a servant of society and a promoter of culture and quality of life 

• Must examine and analyse the demands of the present and anticipate future developments 

• Should treat this Code as a set of dynamic principles 

2 The Society 

An engineering professional will: 

• Act with integrity and have full regard to the public interest 

• Hold paramount the safety, health, and welfare of the public and other colleagues in performance of 

their professional duties 

• Endeavour to improve public knowledge of the benefits of the engineering professions 

• Express professional opinion only when founded on adequate knowledge 

• Reject bribery in all forms 

• Seek opportunities to be of constructive service in the affairs of the broader society 

3 The Environment 

An engineering professional will: 

• Understand the effect of his/her work on society and the natural environment and will further the 

aims of sustainable development and change 

• Be committed to improving the environment and enhancing the quality of life wherever possible 

• Recognise the interdependence of the planet’s ecosystems and their capacity to assimilate change 

due to engineering activity 

• Ensure minimal adverse effects on the environment 

• Promote the use of renewable and recycled materials 

• Strive to accomplish his/her work with the lowest possible use of natural resources 

4 The Profession 

An engineering professional will: 
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• Uphold the standard of his profession and will co-operate in extending the effectiveness of the 

profession 

• Avoid any conduct likely to discredit or injure the dignity and honour of the profession 

• Endeavour to protect the profession from misrepresentation 

5 Clients / Employers 

An engineering professional will: 

• Act as a faithful agent of his/her client/employer and with fairness and justice to all parties 

• Make clear to his/her client/employer upon appointment any interest or potential conflict of interest 

• Will ensure the practices are not dangerous to life or property or if a risk exists ensure the 

client/employer and other parties are fully aware of the risks involved 

• Clearly present the consequences to his/her client/employer if his/her engineering judgement is 

overruled 

• Not disclose confidential information and business matters without the consent of his/her 

client/employer 

• Not accept commissions from third parties in connection with work he/she is undertaking for a 

client/employer 

• Disclose to his/her client/employer any interest in a business which may be in competition 

• Only accept commissions in areas where his/her education, training and experience have rendered 

him/her competent to practice 

• Advise his/her client/employer when, after studying the details of a project, he/she believes the 

project will not be successful 

• Not accept professional work outside his/her regular employment without the knowledge of his/her 

employer 

• Not dispose of information within a 10-year period after completing the commission/project 

6 Fellow Engineering Professionals 

An engineering professional will: 

• Ensure credit for work is given to those to whom credit is due 

• Afford assistance to further the education, training and professional development of him/herself, 

other engineering practitioners and prospective members of the profession 

• Treat all colleagues and co-workers fairly and respectfully, recognising their unique contributions and 

capabilities by fostering an environment of equity, diversity, and inclusion 

• Not injure the professional reputation, prospects, or practice of another engineering professional 

• Report the facts to the appropriate authority if he/she believes another engineering professional is 

guilty or unethical or illegal practice. 
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ANNEXURE C: GUIDELINES FOR DEVELOPING A VA CONSTITUTION 

Note to Voluntary Associations: These clauses have been extracted from many VA Constitutions. Select which ever 

clauses suit your type of organisation and add additional structures and processes as required.  

1 Preamble 

The Engineers’ Act xxx (no.) of yyy (year) (EA), provides for the Engineering Council of [Country Name] to 

establish and implement rules/requirements for recognising Voluntary Associations. Any association 

wishing to be recognised as a voluntary association by the Council, must be governed by a formally 

accepted constitution which may not conflict with the Constitution of [Country Name]. Guidelines and 

topics for the drafting of a constitution are provided below. 

Note to Voluntary Associations: Please note the terminology differences between Associations and select the 

appropriate terms for each structure as per the discussion below. 

Before marking up the selected sections in this document, use the Find and Replace option in Word to 

replace: 

• [RB Name] with the name of the registering body in the country, if appropriate 

• [VA Name] with the name of the organisation 

• [VA Acronym] with the acronym for the organisation. If the [VA Name] does not have an acronym, 

also replace all incidences of [VA Acronym] with the [VA Name] 

• [Discipline] with the discipline which the organisation represents. Care will need to be taken in this 

find and replace, as engineering is used after discipline and in some instances, this may need to be 

engineer, or the discipline should be replaced with a blank if the organisation represents all fields of 

engineering 

• [Association] with the type of organisation – for instance with Institute, Institution or Society 

• [Country Name] with the name of your country 

 

Please note that the square brackets [ ] must be included in the selection, as they should be removed from 

the document content. As nomenclature and rules vary per organisation, additional guidance to voluntary 

associations is highlighted in yellow, and numbers which must be adjusted are highlighted in mustard.  

It should also be noted that VAs may use different terminology for the different units as follows: 

• The committee of office bearers and senior personnel who handle interim business between the 

sittings of Council is either known as the Executive Committee or the Executive Board.  

• Technical or special interest groups are either called Sections or Divisions.  

• Members located in different areas form units known as Regions or Branches.  

• Committees which do not report to the Executive Committee are either called Sub-committees or 

Panels.  

• Student interest groups per tertiary education institution linked with the organisation may be called 

Student Chapters or Student Committees.  
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In the document below, Executive Committee, Section, Branch, Sub-committee, and Student Chapter have 

been used.  

2 The Association 

Topic Aspects for Consideration 

Name The [Country Name] [Association] of [discipline] engineering 

Mission 

The mission of the [Association] is to provide for the engineering interests and needs of its members, as 
well as to promote excellence in the [discipline] engineering profession for the benefit of [Country Name] 

[See mission statements in different sections of the documents] 

Objectives 
The objectives of the [Association] are the following: 

[See Objectives in Voluntary Association sections of the documents]. 

Conduct 

• The [Association] will conduct its affairs in an ethical and professional manner within the constitutional 
framework and laws of the [Country Name], taking cognisance of international law. 

• The [Association] will not knowingly become party to an impermissible avoidance arrangement or act in 
contravention of any provision of the law. 

• The [Association] will comply with all statutory reporting requirements. 

Focus Area 
The [Association]’s activities will focus on the development and promotion of the engineering profession, in 
particular [discipline] engineering in terms of its objectives. 

Interests 
The [Association] will identify, manage, serve, and promote common and collective interests of its members 
and where relevant, society at large, but members may not directly or indirectly use the [Association] for 
any personal or business gains. 

Interpretation 
The interpretation of the Council will be deemed to be final and binding in the event of disputes and doubts 
about any matters, including interpretation of the English language as used in written documents of the 
[Association]. 

Amendments to 
the Constitution 

• Proposals for constitutional amendments must be considered and supported by the Council, or by the 
signature of xx corporate members in good standing, before being referred for approval to a secret 
corporate membership ballot as described in the By-laws. 

• The Constitution may only be amended if the proposed amendment is approved by a two-thirds majority 
of those voting in a secret ballot of all corporate members in good standing, provided that a minimum 
of xx% of corporate members respond. 

By-laws and Rules 

• The Council considers, approves, repeals and/or amends By-laws for the [Association] that are in line 
with the Constitution. 

• The Executive Committee considers, approves, repeals or amends Rules for the [Association] and 
submits them to the Council for ratification prior to implementation. 

• The By-laws and Rules cover any matter which the Council considers necessary or expedient to prescribe 
and facilitate achieving the objectives and good governance of the [Association] consistent with the 
Constitution. 

Legal Persona 

• The [Association] will exist in its own right, separately from its members; continue to exist even when 
its membership changes and there are different office bearers; be able to own property and other 
possessions and be able to sue and be sued in its own name. 

• Legal procedures pertaining to activities of, and actions by the [Association] will be dealt with under the 
name of [VA Name]. 

Emergency 
Powers 

In an emergency, the Executive Committee may in the interest of the [Association] take action not covered 
by the Constitution and By-laws, provided that the decision taken is supported by xx% of the members of 
the Executive Committee and the Executive Committee reports the decision to the Council within xx days 
via email and in detail at its next meeting. Such actions may take place physically or electronically as defined 
in the By-laws. 

Indemnity 

The Council, Executive Committee, Standing Committees, Sub-committees, Branch Committees and Section 
Committees and members of the [Association] appointed, elected, nominated or co-opted to these are 
hereby indemnified against any loss, expense or damage incurred in the discharge of, or arising from their 
duties, provided that such loss, expense or damage is not attributable to his or her own negligence, and the 
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Topic Aspects for Consideration 

members of the [Association] will not be held personally liable for acts done in good faith and for the 
benefit of the [Association]. 

Annual General 
Meeting 

• The [Association] will hold an Annual General Meeting of members not later than xx calendar days after 
the first Council meeting of each year during which the audited annual financial statements for the 
previous year, appointment of auditors and legal representatives for the [Association] will be considered 
for approval.  

• The Annual Report and any other matters, as deemed appropriate at the time, are to be presented for 
consideration. 

Winding up or 
Amalgamation 

The [Association] may be wound up or amalgamated with any similar organisation only if the proposed 
winding up or amalgamation is approved by a two-thirds majority in a secret ballot of corporate members in 
which votes are received from no fewer than xx% of the corporate members in good standing. The winding 
up of the [Association] will be carried out as determined in the By-laws. 

 

3 Membership 

Topic Aspects for Consideration 

Categories & Grades 
Membership of the [Association] comprises categories and grades complying with requirements for 
election, admission, transfer to a category and grade as indicated hereunder. 

Letters of Designation 
Members are authorised to use the letters of designation as indicated hereunder and preceded by 
letters of designation of professional registration or affiliation of Statutory Councils or bodies 
recognised for this purpose by the Council. 

Admission, Election & 
Transfer 

Admission, election, transfer to and termination of membership grades will be undertaken in 
accordance with the procedures outlined in the By-laws. 

Disciplinary Action & 
Termination 

The Executive Committee may take disciplinary action against a member or participant, including the 
expulsion of such member or participant from the [Association] in accordance with the provisions of the 
By-laws, who, as relevant, is found to be in material breach of the Code of Ethics of the [Association]; 
has contravened a Code of Conduct established by the Statutory Council or an international body 
recognised for this purpose by the Council which granted them professional registration by that 
registration body; or be not in good standing with the [Association] in accordance with the provisions of 
the By-laws. 

Ethics & Conduct 
All members in corporate, non-corporate and participant categories will comply with the Code of Ethics 
of the [Association], as well as with the Codes of Conduct of Statutory Councils that the Council 
recognises, and with which members have registered. 

Legal Liability 
The legal liability of a member or participant of the [Association] is limited to any amounts owed to the 
[Association], Branch or Section in terms of membership subscriptions, financial commitments made to, 
fees levied by, and purchases made from the [Association]. 

Due Mandate 
A member or participant has no legal liability for actions taken and commitments made that are 
deemed to be or have been executed under and according to due mandate from the [Association]. 

Ownership Rights A member or participant has no ownership rights to any category of assets of the [Association]. 

Categories, Grades, 
Designations 

The [Association] has the following Membership Categories, Grades and Letters of Designation. 

• Corporate Members 

• Non-Corporate Members 

• Participants 

Corporate Members 

Corporate Members in all grades needs to comply with the requirements for such membership grades. 

• Honorary Fellow – Hon F[VA Acronym] 

An Honorary Fellow is elected by the Council to honour a person or member who complies with 
anyone, or a combination of attributes, such as exemplary service to the [Association] and/or the 
[discipline] engineering profession or society at large. 

• Fellow – F[VA Acronym] 

A Fellow is elected according to the process outlined in the By-laws. A Fellow will have achieved 
appropriate recognition in the [discipline] engineering profession, or in the [Association] owing to a 
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Topic Aspects for Consideration 

combination of attributes, including having significantly contributed to the [discipline] engineering 
profession and displaying substantial responsibility and initiative in the practice of [discipline] 
engineering and has at least xx years of appropriate professional experience. 

• Member – M[VA Acronym] 

A Member is admitted according to the processes outlined in the By-laws and is at the time of 
admission actively engaged in [discipline] engineering and either holds an academic qualification 
from a tertiary educational institution recognised for this purpose by the Council, or is a corporate 
member of an engineering [Association] recognised for this purpose by the Council, and is 
professionally registered with a statutory body or international body recognised for this purpose by 
the Council. 

Non-Corporate 
Members 

• Associate Member – AM[VA Acronym] 

An Associate Member is admitted according to the processes outlined in the By-laws and at the time 
of admission either, holds a [discipline] engineering related academic qualification from a tertiary 
educational institution recognised by the Council for this purpose, or does not hold a [discipline] 
engineering qualification or professional status, but who is actively connected with [discipline] 
engineering and who has achieved a status in a profession which is comparable to that of a Member 
of the [Association]. 

• Student 

A Student is admitted according to the processes outlined in the By-laws and is at the time of 
admission and for the duration of studies registered for a [discipline] engineering degree, diploma 
or certificated educational programme that is accredited or recognised by the Council for this 
purpose. 

Participants 
A Participant is a person who does not qualify for the above categories of membership, or a group of 
persons, who could be natural, juristic or with or without legal persona or a company or business who 
which has an interest in or a relationship with [discipline] engineering or associated discipline. 

Termination of 
Membership 

Termination of membership or affiliation at any level for any reason whatsoever will result in forfeiture 
of all rights of membership, including the use of letters of designation. 

 

4 The Council 

Topic Aspects for Consideration 

Role of Council Council is the custodian of the Constitution of the [Association], related values and principles. 

Decision Making Council represents and constitutes the highest level of decision-making and direction of the [Association]. 

Policy & Strategy 
Council establishes and oversees the execution of policy and strategy of the [Association] as deemed 
appropriate to achieve the mission and objectives of the [Association]. 

Membership of 
Executive Committee 
& Council 

Council annually considers recommendations from the Executive Committee regarding the composition 
and membership of the Executive Committee and appoints the Council members, in accordance with the 
By-laws, to serve on the Executive Committee for each ensuing year. 

Membership & 
Budget Approvals 

Approves annual membership subscriptions and the Annual Financial Budget of the [Association] for the 
ensuing year prepared by the Financial Affairs Committee in detail for consideration and 
recommendation by the Executive Committee. 

Annual Financial 
Statements 

Considers submissions by the Executive Committee concerning the draft Audited Annual Financial 
Statements and makes recommendations regarding approval thereof to the Annual General Meeting. 

Auditors & Legal 
Advisors 

Considers submissions by the Executive Committee and recommends the appointment of Auditors and 
Legal Advisors for approval to the Annual General Meeting. 

Delegation 
Council may delegate authority to the Executive Committee to organise and manage various matters on 
its behalf as described in the Constitution, By-laws and Rules. 

Election of Office 
Bearers 

Elects the President-elect and Vice Presidents and/or co-opts other Council members in accordance with 
Clause x.x and the By-laws. 

Establish Companies 
Establishes companies in terms of the ruling legislation and in accordance with the By-laws to undertake 
special projects or functions that are consistent with the objectives of the [Association]. 
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Topic Aspects for Consideration 

Revise or amend 
Constitution 

Considers and recommends revisions and amendments to the Constitution for submission to the 
corporate membership for a ballot as documented in the By-laws. 

Revise or amend By-
laws 

Considers, makes, amends or repeals resolutions about the By-laws in accordance with the procedure as 
described in the By-laws. 

Ratify Rules Ratifies, amends or repeals Rules in accordance with the procedure as described in the By-laws. 

Approve Educational 
Institutions 

Approves tertiary education institutions and statutory bodies that are to be recognised for the purpose 
of membership and participation in the activities of the [Association]. 

Establish Branches 
Establishes Branches, Sections and Student Chapters in accordance with the By-laws and Rules for 
Branches and Sections. 

Oversees adherence 
to By-laws & Rules 

Council oversees that effect is given to the By-laws and Rules. 

Holds Institutional 
assets in Trust 

Holds in trust on behalf of the membership of the [Association], all assets, including property and funds 
of all units of the [Association]. 

Council Membership 

Council consists of the following members who will be elected according to procedures outlined in By-
laws by not later than the last Council meeting of the year prior to their assuming office as: 

• President. 

• President-elect. 

• The number of Vice Presidents as specified in the By-laws. 

• The immediate Past President. 

• xx elected Corporate members, at least xx of whom will be under 35 years of age at 1 January under 
the year of consideration. 

• One representative from each Branch and Section. 

• Two additional Corporate Members of the [Association] whom the Council co-opts if it considers such 
co-option to be advantageous. 

President 

• The President-elect will assume office on 1 January as the President and serve for xx years. 

• In the event of the death, resignation, or the termination of the membership of the [Association] of 
the President, the President-elect will take the office of the President and serve until the end of the 
term. Should the Council so decide, and the President-elect agrees, he or she may also complete the 
following term as President, as originally intended. 

President-elect 

• Candidates for election to the office of President-elect will be Fellows of the [Association] and will 
each be nominated in accordance with the procedures in the By-laws. 

• In the event of more than one candidate being nominated, a secret ballot of the Council will be held. 

• If only one qualifying candidate is nominated, this candidate will be deemed duly elected unless the 
Council decides otherwise. 

• In the event of the death, resignation, or the termination of the membership of the [Association] of 
the President-elect, the Council will call for nominations for a President-elect as provided for in the 
By-laws for the remainder of the term of office of the President- elect. 

Vice Presidents 

• Candidates for election to the office of Vice Presidents will be Fellows of the [Association] and will 
each be nominated by xx members of the Council. 

• In the event of more candidates being nominated than required, a secret ballot of the Council will be 
held.   

Members of Council 

• Candidates for election to serve as members of the Council for xx years in the category of xx Corporate 
Members, xx of whom will be nominated and elected annually in terms of the By-laws. 

• One designated representative of each Branch in accordance with the Branch Rules. 

• One designated representative of each Section in accordance with the Section Rules. 

Council Meetings 

• Ordinary meetings of the Council must be held at least twice a year. 

• A Special Meeting of the Council must be held if the Executive Committee resolves to call a Council 
meeting or upon receipt by the Chief Executive Officer of a written request from at least xx Corporate 
Council members calling for such a meeting. The meeting must be convened not less than 30 days nor 
more than 60 days after such resolution or receipt of the request. 
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Topic Aspects for Consideration 

Observer 
The Council Meetings will not be open to the public, but any member of the [Association] or person 
invited by the Council or the Executive Committee in terms of the By-laws, may attend Ordinary 
Meetings of the Council as an observer, but may not vote in matters under discussion. 

Meeting Procedures 
The Council Meetings will be conducted according to the procedures for meetings as indicated in the By-
laws and General Guidelines. 

Recommendations & 
Reports 

The Council will consider recommendations and reports regarding all the activities of Executive 
Committee, Branches and Sections to ensure the mission and objectives of the [Association] are met. 

Voting (quorum) 

• The quorum at a Council meeting is 50% + 1 of the Council members.  

• The Council may not consider motions or recommendations or election related activities that require 
a vote if a quorum is not present at the time of voting. 

• If no quorum is achieved, a meeting will be reconvened in accordance with the By-laws. 

One Vote 

• All members of the Council who represent a Branch or Section have 1 vote each at Council Meetings. 

• If a Branch or Section representative is also an elected Council member, this individual has only 1 vote 
on any matter on which a vote is required. 

Simple Majority 

• All motions and recommendations at the Council meetings must be decided by a simple majority of 
votes by a show of hands, except items as listed in Clause x.x.x and results must be recorded. 

• In the event of equal votes being cast for any specific issue, the President has a discretionary 
deliberative and final vote if he/she has not already voted on the matter. 

Proxies Proxies for voting on Council matters are not allowed. 

Secret Ballot 

The following voting activities will be conducted by secret ballot: 

• Elections of President-elect and Vice Presidents  

• Voting for Membership subscriptions. 

• Voting for special membership grades and awards. 

• Any matter that the President deems to be of such a nature that he/she considers necessary to 
conduct a secret ballot. 

 

5 Executive Committee 

Topic Aspects for Consideration 

Manages & Administers 
The Executive Committee manages and administers the affairs of the [Association] within the policies 
and strategies established by the Council with assistance of the Chief Executive Officer. 

Develops & Monitors 
Develops and implements the policies and strategies established by the Council and monitors the 
results. 

Establishes Committees Establishes Standing Committees and Sub-committees. 

Oversees Financials 
Oversees the administration of all financial matters of all the units of the [Association] and associated 
established companies. 

Reviews Budget 
Considers and recommends the Annual Financial Budget for the ensuing year for submission to the 
Council for consideration and approval at the last Council Meeting of the year. 

Reviews Membership 
Subscriptions 

Considers and recommends membership subscriptions for the ensuing year for submission to the 
Council for consideration and approval at the last the Council Meeting of the year. 

Manages Finances 
Manages the approved annual financial budget, financial risks and the financial viability of the 
[Association]. 

Appoints CEO 
Appoints the Chief Executive Officer. Other senior management will be appointed as outlined in the 
By-laws. 

Establishes Committees Constitutes the membership of Standing Committees as provided for in the By-laws. 

Guides Committees 
Guides, monitors and manages the terms of reference of Committees, Sub-committees, Branches, 
Sections and Companies in terms of the strategic objectives and policy of the [Association] or signed 
agreements. 
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Topic Aspects for Consideration 

Delegates 
Delegates relevant and reasonable powers to and sets duties for Committees, Sub-committees, 
Branches, Sections and Companies. 

Reviews Reports 
Receives and considers reports from the Committees, Sub-committees, Branches, Sections and 
Companies at the time and manner determined by the Executive Committee. 

Submits Reports 
Considers and submits reports and recommendations to the Council regarding Strategic Plans, Policy 
and [Association] structures. 

Membership of 
Executive Committee 

Membership of the Executive Committee may not consist of less than xx persons, who are not 
connected in relation to each other, to accept fiduciary responsibility of the [Association]. 

• President 

• President-elect and Vice-Presidents 

• Immediate Past President 

• Members appointed by the Council in terms of the By-laws. The appointments will be for xx years 
with 50% replacements being made annually. 

• Chairs of the Finance and Administration, Membership and Education and Training Committees. 

Quorum 
The Executive Committee may not consider motions or recommendations or election related activities 
that require a vote if a quorum is not present at the time of voting. 

Voting 

• All members of the Executive Committee have one vote each at Executive Committee meetings. 

• All motions and recommendations and election related activities at Executive Committee 
meetings must be decided by a simple majority of votes or by a show of hands and results must 
be recorded. 

• No member of the Executive Committee may have direct or indirect control over decision making. 
Motions must be decided by a simple majority of votes. 

• In the case of a tied vote the Chair may cast a deciding vote, if the Chair did not initially cast a vote 
or the matter being voted on fails. 

Meetings Executive Committee meetings will be held at least xx times per annum. 

Protocol & Rules Executive Committee meetings are conducted in terms of the By-laws and general guidelines. 

 

6 Management and Administration - Head Office 

Topic Aspects for Consideration 

Chief Executive 
Officer 

The business affairs of the [Association] will be managed by the Chief Executive Officer and will be based in 
the Head Office, in City Name.  

Structure & Roles 
The Head Office will consist of structures and roles required to achieve the strategic objectives and 
business plan as proposed by the Chief Executive Officer and ratified by the Executive Committee. 

Membership Roll The Chief Executive Officer is responsible for maintaining the Membership Roll of the [Association]. 

Remuneration 

• Remuneration of the Chief Executive Officer will be determined by the Executive Committee.  

• Remuneration of management staff and other staff will be determined in accordance with the By-laws.  

• All remuneration will be market related to the extent that resources permit but will not be excessive in 
relation to the service rendered. 

Minutes of 
Meetings 

Minutes of all formal scheduled meetings within the [Association] will be produced in accordance with the 
By-laws, Rules and Guidelines. 

Documentation 
Control 

All documents, publications and records of the [Association] will be handled in accordance with the By-
laws. 

Information 
Register 

An Official Register containing all pertinent information regarding the [Association] will be compiled 
annually in accordance with the guidelines given in the By-laws. 
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7 Finance and Funding 

Topic Aspects for Consideration 

Tax Exempt Funds 
The portion of the [Association]’s funds that are tax exempt will be substantially derived from its 
members, donors or from government. 

Funding Objectives 
The funds of the [Association] will be used in furtherance of the objectives of the [Association]. The 
[Association] may not directly or indirectly distribute any of its funds or assets to any person other than in 
the course of furthering its objectives. 

Shares 
The [Association] will not own shares or have any other interest in the businesses, professions or 
occupations which are related to its members. 

Financial 
Management 

The [Association] will be financially managed in accordance with the By-laws. 

Winding Up 

Upon the winding-up or liquidation of the [Association] any assets remaining after fulfilling and settling 
liabilities of the [Association], will be donated or transferred to another tax-exempt company, society, 
public benefit organisation or association with objectives similar to those of the [Association] as approved 
by the Council and acceptable to the Commissioner: [Country Name] Revenue Service. 

 

8 General Meetings 

Topic Aspects for Consideration 

Annual General 
Meeting 

The Annual General Meeting of the [Association] will: 

• Consider for noting the report of the Executive Committee for the previous year. 

• Consider and approve the audited income and expenditure accounts and the balance sheet of the 
[Association] for the previous financial year. 

• Appoint Auditors and Legal Advisors to serve until the next Annual General Meeting. 

• Consider such other business as the Council may decide from time to time. 

Notices 
Notices for convening and Agendas of any Annual or Special General Meeting of the [Association] will be 
communicated to all members as set out in the By-laws. 

Presiding Officer 
The President will preside at General Meetings, unless he or she is unable to take the chair in which case 
the President-elect will chair the meeting, failing which the meeting will elect a Chair. 

Voting Rights 
Corporate members who participate at a general meeting will have one vote each for each 
recommendation duly submitted to General Meetings of the [Association]. 

Quorum 

The quorum at Annual General Meetings will be 2.5% corporate members as determined in the By-laws 
as duly advertised and communicated. 

General Meetings will be adjourned, if a quorum is not present, to a time, not being less than 7 days after 
the date of and at a place determined by the Corporate Member’s participating. Due notice will be given 
to this effect. Corporate Members participating at such an adjourned meeting will form a quorum. 

Simple Majority Motions will be decided by a simple majority of votes. 

Casting Vote The Chair of a General Meeting will have a deliberative and a casting vote. 

Minutes 
Proceedings will be recorded, and minutes will be produced for General Meetings in accordance with the 
requirements of the By-laws. 

Special General 
Meeting 

• Special General Meetings of the [Association] will be held as and where the Council may from time to 
time determine. 

• A Special General Meeting of the [Association] may be called by the Council to consider business as 
set in the agenda for such meeting. 

• Questions of policy may be considered at such General Meetings provided that no resolutions binding 
on the [Association] will be put to such meetings. 
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9 Branches 

Topic Aspects for Consideration 

Branch Establishment 

• The Council may approve establishment of Branches according to geographical boundaries to 
promote the objectives of the Institution. 

• A written request from xx% of member’s resident in the area needs to be submitted to Council. 

Changes • The Council may change boundaries of or disband a Branch in accordance with the By-laws. 

Committee 
• A Branch needs to establish a committee to conduct its affairs in accordance with the 

Constitution, By-laws and Standard Branch Rules. 

Amendments to Rules 
• Specific amendments to or deviations from the standard Branch Rules and Guidelines need to 

be approved by the Executive Committee and ratification by Council 

Administration Grant 
• Branches will receive an annual administration grant from the funds of the Institution subject 

to compliance with procedures contained in the By-laws. 

Annual Report • Each Branch Committee needs to submit an annual report on its activities. 

Council Representative • Each Branch needs to elect a Council representative for the ensuing year. 

 

10 Sections 

Topic Aspects for Consideration 

Section Establishment 

• The Council may approve establishment of Sections to represent or promote special 
interest groups. These may represent technical interest groups representing sub-
disciplines, young members, women’s grouping or any other groups of interest. 

• A written request from xx members that have an interest in a specialisation area of 
[discipline] engineering practice needs to be submitted to Council. 

Disbandment 
• The Council could disband a Section if such an action is in the interests of the membership 

of Institution in accordance with the By-laws. 

Committee 
• A Section needs to establish a committee to conduct its affairs in accordance with the 

Constitution and By-laws and Section Rules. 

Joint Sections 

• Should a Section be operating as a Joint Section between [VA Acronym] and another such 
organisation, its operational structure shall be governed by the Joint Agreement between 
the parties. Such arrangements may be re-negotiated to be in-line with both organisations’ 
Constitutions, By-laws and Rules at the first opportunity. 

Amendments to Rules 
• Specific amendments to or deviations from the Standard Rules for Sections needs to be 

approved by the Executive Committee and ratified by Council. 

Administration Grant 
• Sections will receive an annual administration grant from the funds of the Institution subject 

to compliance with procedures contained in the By-laws. 

Section Annual Report • Sections needs to submit an annual report on its activities. 

Council Representative • Each Section needs to elect a Council representative for the ensuing year. 

 

11 Student Chapters 

Topic Aspects for Consideration 

Student Chapter Establishment 

• Council may approve the establishment of a Student Chapter. 

• The Student Chapter is subject to the terms and conditions prescribed by the Educational 
Institution on which Campus the Student Chapter is established.  

• A Student Chapter shall not be established unless a written request to that effect has 
been received from not fewer than xx student members within such group. 
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Topic Aspects for Consideration 

Committee 

• The Student Chapter needs to establish a committee and administration structures and 
conduct its affairs in accordance with the rules and terms of conditions of the tertiary 
Institution where it is situated, as well as the Constitution and By-laws and Student 
Chapter Rules. 

Branch Assistance 
• Student Chapters will be assisted and facilitated by the Branch that initiates its 

establishment. 

Annual Financial Grant 
• Student Chapters will receive an annual financial grant from the National Office. This 

grant will be held in trust by the Branch that initiates its establishment. 

Annual Report 
• Each Student Chapter needs to submit an annual report on its activities (in respect of the 

preceding year) to the Branch as set out in the Student Chapter Rules and Branch Rules. 

Disbandment 
• The Council could disband a Student Chapter if such action is considered to be in the 

interests of the Institution. 
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ANNEXURE D: MEMBERSHIP BENEFITS (GENERIC) 

Note to Professional Bodies: These clauses have been extracted from many organisations. Select which ever clauses 

suit your type of organisation and add other appropriate benefits as required.  

1 Preamble 

A range of benefits are listed below for selection as appropriate to your organisation.  

Before marking up the selected benefits, use the Find and Replace option in Word to replace: 

• [VA Name] with the name of the organisation 

• [VA Acronym] with the acronym for the organisation  

Advance your 
career 

• Access the Career Centre or review available positions on the [VA Acronym] website portal. 

• Develop your network by participating in functions, and your leadership skills by serving on one or 
more committees. 

• Contribute or publish case studies. 

• Showcase and inform [VA Acronym] of achievements or contributions to companies or within the 
field of engineering (by yourself or fellow members). 

Community of 
support 

[VA Acronym] is an inclusive network of engineering professionals from a wide variety of engineering 
disciplines and backgrounds including academia and public and private sector organisations involved in 
engineering and infrastructure delivery. 

Education and 
events 

(Stay informed / Be 
in the know) 

We believe in keeping current and making sure that our members develop into successful engineering 
professionals.  That is why as a member you will pay reduced fees for courses, online learning and 
events that offer networking, professional development, and leadership training. Member may benefit 
from:  

• Educational courses and classes offered by [VA Acronym] on the latest trends and practices in 
engineering. 

• Staying up to date on advancements in industry, technology, standards and legislation.  

• Access to industry exclusive events. 

• Access to Power Hours. 

• Access to the Leadership Series. 

• Monthly Educational Luncheons. 

• Access to the National Conference. 

• Access to conferences of partners [such as sector/product/sponsors]. 

Expand your 
professional 
networks 

(networking 
opportunities) 

Attending events and building networks allows member to:  

• Participate in educational events. 

• Connect and network with other professionals in the engineering field, including new entrants to 
the industry, recognised experts and top executives. 

• Connect with peers. 

Financial benefits 
Get discounted rates to attend conferences and educational events, as well as special offers on 
industry magazines and books. 

Leadership skills 

Our members are encouraged and supported in the development of skills necessary to become effective 
leaders in a global marketplace. Participate in [VA Acronym] activities to develop your experience 
through leadership roles at both regional and national levels. 

• Become part of the leadership pipeline to steer you towards a top leadership role within your 
company or [VA Acronym]. 

• Exercise your organisational and planning skills by helping to plan section and outreach events. 

• Gain leadership skills by serving as a section officer or committee chair. 

• Serve on a local or national committee. 



 
AEP Website Toolkit 
Africa Catalyst Programme 
 

 

136 | P a g e  

Mentorship 
Mentoring opportunities are available with new and seasoned professionals with different types of 
experience working within the engineering field. 

Resources and 
information 

We believe in sharing engineering knowledge. As a member, you will have access to the most vital 
documents and information to make sure you are a step ahead of the rest. This includes: 

• Regular email news and member magazine. 

• Technical information such as practice notes and guidelines. 

• Blog posts relating to issues of national interest.  

• Access to conference papers and presentations. 

Volunteer 
opportunities 

(Give back to the 
community) 

• Establish or participate in Communities of Practice. 

• Support young members in engineering through Young Engineering Forum activities. 

• Mentor young members working towards becoming professionally registered. 
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ANNEXURE E: MEMBERSHIP APPLICATION FORM (EXAMPLE) 

Name of PEI 

Address details  

Contact details  

Note to Professional Bodies: Add your corporate details and categories of membership/registration 

Personal information 

Title  Insert Photo  

Last Name*  

 

First Names*  

Gender* (M/F)  Date of Birth*  

Country of Birth   

Country of Nationality   

National Identity or 
Passport Number* 

 
Citizen/Non-
Citizen (C/N) 

 

Contact Details 

Tel Number*  Cel Number*   

Email Address*  Alternate Email    

Home address 
  

  

  

  

  

Category of Membership/Registration* 
 (Tick category of membership/registration being applied for) 

Discipline  

    

Engineering Discipline*   Sub Discipline   

Engineering Qualifications* 
Note: Original certified copies of each degree; diploma or certificate noted in the table below must be attached. 

Educational Institution Town Country  Qualification Type 
Name of 
Qualification 

Date of Final 
Examination 

            

      

            

* Indicates compulsory field 

Category 1  Category 4  
Category 2  Category 5  
Category 3  Category 6  

Company 

logo  
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Employment Information 

Name of Employer   Job Title   

Address of employer 
  
  

 

  

  

Membership of other Associations/Institutions  

Name of organisation  Grade of membership  Year of joining  

   

   

   

   

   

 
Applicant Declaration*  

I certify that the information given in this application is true and correct and I hereby undertake to abide by the Constitution 
and By-Laws of the Association and to promote its objectives when I am accepted as a Member. 

     

Signature  Place  Date 

Support of Proposers* 
We, the undersigned members, propose that the above-named applicant be admitted as a Member as we are satisfied from 

personal knowledge that the applicant is eligible for admission. 

     

Signature  Name  Date 

     

Signature  Name  Date 

Fees 

Visit www.pei.org/fees/ for the application fee per category of membership/registration.   

Documents required 

Please note when submitting your application that the following documents must be supplied:  

• A certified copy of your identity document or passport 

• A certified copy of an appropriate engineering qualification 

• Two passport photos (or insert JPG under personal information)  
• Proof of payment of the application fee 

http://www.pei.org/fees/
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ANNEXURE F: GETTING STARTED – WEBISTE CHECKLIST 

1 Getting started 

To enable your website developer to get started, all you need to do is mark up one of the documents in 

the ‘Typical Site Content’ section and the relevant sections of the ‘Data structures’ document. Should you 

have existing documents, this will help you get going quicker, and they should also be supplied. 

Setting up the site will be a two-step process: setting up the site with your organisational information, and 

then setting up the membership or registration database and functionality to manage applications, events 

and other processes required.  

1.1 Step 1 

The first step will be to gather and provide as much of the following information as possible:  

• The organisation’s official name, acronym and logo and your preferred colour scheme  

• Vision, mission, objectives or similar, Constitution, Act if appropriate and Code of Conduct etc. 

• Council details – including name, position and photo of each council member, and short profile if 

available  

• Committee details if available  

• High resolution photos for including in the website sliders – please note you will need publishing 

approval for any photos that you provide, otherwise you will be infringing copyright 

• Benefits of membership, if such a document is in place  

• Any special interest material that has already been written, e.g., about women in engineering, the 

participation of youth in the organisation, or specialist sub-discipline activities and views 

• Newsletters, annual reports, and any other documentation of interest 

• Details of any events planned and photos of events in the past 

• Any recent news  

• Location of the head office and any branch offices, if applicable 

A developer will soon be able to populate a meaningful site for creating awareness about your 

organisation.   

1.2 Step 2 

The next step will be to set up the membership or registering body database, process for applying and 

using the database to manage communications and events. You will need to supply:  

• Membership database export / latest spreadsheet of members or registered professionals 

• Application forms and details of the registration/membership categories/grades 

• Process of approving new applications, renewing registration or membership, and how fees are 

applied 

• Process for registering for an event and issuing CPD or attendance certificates  

• Any other processes which must be put in place  

• Content will need to be written to explain the processes 
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2 The development process 

The processes in step 2 will need to be comprehensively specified and debated with officials and members 

to ensure that the full functionality required is covered. Once the service provider has developed and 

installed a beta version, it will be important to harness relevant personnel and members to 

comprehensively test the system. Testing will be an iterative process, as the service provider may have not 

completely modelled the system requirements, or it may be found that steps were overlooked in the 

specification process. A process of updates and testing will need to take place until the system is robust 

and satisfies the organisation’s requirements.  

3 Access to the system and training 

Be sure when negotiating with your service provider that the site is developed such that staff in the 

organisation can edit the membership and other data and add content to any of the pages as new 

information becomes available. Relying on a service provider to do this means that the site can often be 

out of date for periods while waiting for service providers to attend to requests.  

Part of your agreement with the service provider should also include staff training on populating and 

managing the site.  
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ANNEXURE G: THE IEA ATTRIBUTES 

The International Engineering Alliance (IEA) Graduate Attributes and Professional Competencies (GAPC) 

define the expected outcomes for engineering education programmes and competencies for independent 

engineering practice for the three professional tracks: engineer, engineering technologist and engineering 

technician. The attributes and competencies have been developed over many years and form the basis of 

the education accords and engineering agreements.  

When considering the accreditation of tertiary education institution qualifications, and defining 

competencies required of registered professionals, registering bodies should factor the IEA standards into 

their assessments. As of 2021, the 2013 document, included here was still the current document. 

Organisations should visit the IEA site when setting standards to determine whether there is a more recent 

document. The IEA site can be accessed at: 

https://www.ieagreements.org/ 

The 2013 document can be downloaded from the URL but is also appended to this document.  

https://www.ieagreements.org/assets/Uploads/Documents/Policy/Graduate-Attributes-and-

Professional-Competencies.pdf  

https://www.ieagreements.org/
https://www.ieagreements.org/assets/Uploads/Documents/Policy/Graduate-Attributes-and-Professional-Competencies.pdf
https://www.ieagreements.org/assets/Uploads/Documents/Policy/Graduate-Attributes-and-Professional-Competencies.pdf
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