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TC ""Membership Applications Process

Introduction
This procedure is used by the Nuclear Institute Secretariat and Membership Committee upon receipt of an application for membership in any grade or a request for a reduced subscription from a retired member. It covers the information sent to Membership Committee and the method of recording decisions made at each stage of processing applications. Procedure Membership Committee Registration covers applications for registration with FEANI or the Engineering Council.

Assessments

Office Assessment

Upon receipt of an application for any grade of membership, a preliminary check is carried out by the Secretariat that the candidate meets the age rules, the appropriate fees and paperwork have been included, and an Membership Committee Application Progress form (Figure A) is initiated. In the event of any shortfall, this is communicated directly to the applicant.  The secretariat must check all sections of the form have been completed and that the appropriate signatures have been obtained for proposer and referees and that the candidate has actually signed the form.  Reference to enclosed paperwork or reports is not acceptable and forms not fully completed should be returned to the applicant.

The principal documents required are:
· fully completed application form;

· copies of certificates (or notarized substitutes in the case of lost certificates) for the qualifications required for the level of membership applied for;

· details of Open University units passed, if appropriate;

· application fee;

and if applying for Associate Member, Member, or Fellow grade:

· Competence and Commitment Form (Professional Review) 

Applications from members who have retired from gainful employment and are seeking reduced subscription fees and from students applying for membership who submit straightforward cases are processed automatically without reference to Membership Committee.  Students can be enrolled on any science or engineering course of further education, which can exceptionally include school 'A' Level studies, that is likely to lead to work in the nuclear industry. They should have a qualification in English Language.  Enrolment for science or engineering at a UK university is a satisfactory standard.  The Membership Committee Application Progress Form is annotated to record the decision and the basis for it.

The qualifications of applicants for Fellow, Member, Associate Member, and Technician are first assessed by the Secretariat.  The registration number is obtained for those already registered with ECUK.  Others are checked against the ECUK qualifications guidelines.  Their website http://www.engc.org.uk/registration/acad/default.aspx contains a comprehensive database.  The ECUK or other relevant institution is consulted in cases of doubt about specific qualifications. The Membership Committee Application Progress Form is annotated to record the result of these investigations and the basis for it.

Applications for the class of Associate or any other class to which the ECUK criteria do not apply are also assessed by the Secretariat. The Membership Committee Application Progress Form is annotated to record this fact plus any other relevant details.

Assessors

Two assessors (known as Members A and B) are nominated by the Secretariat from the members of Membership Committee. The Membership Committee Application Progress Form is photocopied and sent with applicants' forms, reports, certificates, and previous paperwork from INucE files, in the case of transfers, to Members A and B for assessment.  At the same time, copies of the applicant’s documentation are sent to the Chairman of Membership Committee and to the ECUK representative.

Member A and Member B

Upon receipt, Members A and B considers the full set of papers for each applicant, using judgement of the adequacy of training and periods of responsible experience. An assessment is also made about whether the current levels of responsibility and professional contribution meet the expectation for the grade applied for.  The form is annotated with the assessor's observations and recommendations, which can include requests for more information, and returned to the secretariat.

Referees

References are taken up automatically with applications for Fellowship, but are not normally used for other classes of application. The referee forms are considered in committee by Membership Committee with the rest of the candidate's papers.

MEMBERSHIP COMMITTEE Consideration
Prior to each Membership Committee meeting, the Secretariat sends each member of Membership Committee a list of the candidates to be considered.  In committee, the Membership Committee Chairman leads consideration of all papers received in respect of each application, taking account of assessors' comments and those of the members present. In the case of doubt, the Secretariat is asked to seek clarification from candidates. If appropriate, the Secretariat is asked to arrange an interview for the candidate. Such interviews are required in all cases where Fellowship, Membership or Associate Membership is sought, except where the candidate is already registered as a Chartered Engineer.  Where Membership Committee identifies particular areas for examination by interviewers, these will be relayed by copy of the relevant minute from the notes of the meeting.  The Membership Committee Application Progress Form is annotated by the Chairman to record the decision and the basis for it.

Follow-up Action
The Secretariat progresses Membership Committee’s requirements and brings back the results, when available, together with the candidate's full set of documents, for further consideration by Membership Committee. This process continues, the Membership Committee Application Progress Form being annotated at each stage.

New applications check list

On receipt of form:

1. Fee enclosed

2. Certificates enclosed

3. Professional review enclosed (if required)

4. All sections competed

5. Form signed by applicant

6. Signature of proposer (check grade of proposer on members list)

7. Signature of referees

8. Age of applicant for grade

If any of the above is deficient or not acceptable the form should be returned with a letter pointing out the deficiencies.  Note that inclusion of loose paperwork or reference to other documents is no substitute for completion of the form in full.

Post receipt checks

1. Qualifications for grade

2. Open University profile (if appropriate)

3. Check with appropriate institution in case of applicant that are already CEng or IEng

If any doubt queries should be addressed to the Chair of Membership Committee or in the case of OU applicants to a nominated Membership Committee member with special knowledge of that area.

Next steps

1. Complete the blue application progress form

2. Send copies to Members A & B and to the Chair of Membership Committee  and ECUK rep

3. In the case of applications for Fellowship send out referee forms

4. Collate information for next Membership Committee  meeting

Post First Membership Committee meeting

1. Inform applicant of Membership Committee  decision

2. Set up interview if required

3. Issue interview paperwork 
4. Collate results of interview for next Membership Committee  meeting

Post Second Membership Committee meeting
1. Inform applicant of Membership Committee  decision

2. Register with ECUK if appropriate

3. Update data base
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