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REGULATION 1.  
THE ADMISSION AND NUMBER OF 
HONORARY FELLOWS (BYE-LAW 4)

1.A. ELECTION

1.1. Honorary Fellows are elected to this grade 
of membership in recognition of distinguished 
service to the profession or for special service 
to the Institute. It is the highest award of the 
Institute and holders enjoy free subscriptions 
for life. Honorary Fellows are also entitled to use 
the special post-nominal designation HonFIMMM 
(Bye-Law 8).

1.2. An Honorary Fellow shall only be elected 
from those persons who are Corporate Members 
of the Institute or those eligible to be Corporate 
Members. (The grade of Companion is available 
for those individuals not eligible to be Corporate 
Members.)

1.3. The Executive Board would normally 
consider such elections on the recommendation 
of the Awards Committee. 

1.B. MAXIMUM NUMBER OF HONORARY 
FELLOWS

1.4. In view of its importance the maximum 
number of surviving holders of the grade of 
Honorary Fellow is limited to no more than 25. If, 
due to mergers, the number rises above 25 then 
only one new Honorary Fellow may be elected 
for each four who leave the register of Honorary 
Fellows.

1.C. AMENDMENT AND ADOPTION OF THESE 
REGULATIONS

1.5. These Regulations may be amended by 
the Executive Board.

1.6. This version was adopted in November 
2019.
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REGULATION 2.  
NO REGULATION

REGULATION 3.  
NO REGULATION
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REGULATION 4.  
AFFILIATION OF LOCAL SOCIETIES TO 
THE INSTITUTE (BYE-LAW 9)

4.A. INTRODUCTION

4.1. This document is intended to set out the 
criteria by which organisations are accepted as 
Affiliated Bodies of the Institute and the sorts of 
facility available to them from the Institute. 

4.2. Affiliated bodies include the existing Local 
Societies and Groups of the Institute. Societies 
providing professional services to members 
within defined regions and in specialist technical 
disciplines complementary to those of the 
Institute may seek affiliation to the Institute.

4.3. Those societies accepted for affiliation 
can expect material support from the Institute 
and representatives of the society will be able to 
participate in forums which guide the Institute in 
the provision of services to affiliated societies.

4.4. In return Members of the Institute are 
expected to be able to participate in the activities 
of the affiliated society.

4.5. This guidance expands on the way the 
Institute would expect this affiliation to function. 
If any societies wish to operate in a manner 
different from this, the Institute may be amenable 
to negotiation.

4.B. INSTITUTE SERVICES TO LOCAL 
SOCIETIES

4.B.I. FUNDING

4.6. The Institute funds all of its affiliated 
societies according to a formula that is designed 
to encourage success. The primary element of the 
formula is for attendance at meetings up to eight 
of which are funded per year. All members of the 
local society attending are funded but those who 
are Institute members are funded at a higher rate 
and there is a threshold attendance level above 
which the funding level is higher. There are also 
funds available for young peoples’ and student 
events and for one social event per year. Local 

societies which wish to arrange particular special, 
one off events that do not appear in the formula 
may apply for specific additional funding on the 
basis of a business plan for the event.

4.7. The formula is reviewed each year to 
make the formula as equitable as possible for 
all the Institute’s affiliated local societies and to 
take account of trends in activity. There may be 
separate formulae for UK Affiliated Societies and 
for Overseas Affiliated Societies.

4.8. Affiliated local societies applying for 
funding will be expected to submit an application 
in a form required by the Institute and will be 
required to submit copies of their previous 
year’s accounts that have been independently 
scrutinised. They are also required to submit 
attendance lists for all of their meetings in a form 
prescribed by the Institute.

4.B.II. PARTICIPATION IN THE INSTITUTE

4.9. The Institute holds Local Society 
Forums. The Forums are designed to provide 
communication between local societies and the 
Institute and there is usually a presentation on 
some aspect of Institute services and also an 
opportunity to raise and discuss issues of concern 
to local societies. Each affiliated society is entitled 
to send representatives to these forums and 
expenses may be claimed from the Institute by 
UK representatives as prescribed by The Institute. 
Representatives of overseas affiliated societies 
may participate virtually.

4.B.III. HELP AND ASSISTANCE

4.10. The Institute employs a Coordinator for 
local societies whose role is to keep in regular 
touch with all local societies and advise them of 
relevant activity within the Institute. 
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4.B.IV. INSURANCE

4.11. As a direct benefit of affiliation the 
Institute carries insurance for third party liability 
for all affiliated local societies and also insurance 
for regalia and other local society paraphernalia 
up to a value decided from time to time by the 
Executive Board.

4.C. INSTITUTE EXPECTATIONS OF LOCAL 
SOCIETIES

4.C.I. PARTICIPATION OF INSTITUTE MEMBERS

4.12. The Institute expects that its members 
with relevant technical interests, and who reside, 
or are professionally active in the area of the 
local society, may join and participate fully in the 
activities of local societies without payment of 
any local membership fees or incurring any other 
obligation to the society. Participation includes 
eligibility to stand for the committee, council 
or board of the society and to vote at general 
meetings and in ballots should they so wish.

4.C.II. RECRUITMENT

4.13. The local society will draw the attention of 
its members to the benefits of membership of the 
Institute and assist them in obtaining information 
and contacting the Institute with any queries 
about membership and with making application 
for membership. The Institute shall be provided 
with contact information for all society members 
to enable the Institute to provide information 
about membership.

4.C.III. LEGAL AND REGULATORY COMPLIANCE

4.14. In respect of any data supplied to the 
Affiliated Society it would need to comply with 
any data protection law and such Regulations 
as the Institute might draw up in order for it to 
comply with such regulatory requirements.

4.D. VARIATIONS FROM REGULATIONS

4.15. All organisations seeking to affiliate to 
The Institute will be expected to abide by these 
regulations. Organisations which were legally 
incorporated prior to the date of these regulations 
and seeking affiliation may request a special 
agreement in respect of any requirement for the 
payment of subscriptions for individual members 
in the event that their incorporation requires 
there to be a subscription paid for every individual 
member. The Executive Board may authorise a 
special agreement to permit the amount of the 
annual the grant, calculated in the normal way (2.1 
above), divided amongst the number of Institute 
members wishing to enjoy the facilities of the 
affiliated organisation, to be regarded as a special 
rate of individuals’ subscriptions paid as a block by 
The Institute.

4.16. Affiliated organisations seeking to 
become legally incorporated, and wishing to 
continue to be affiliated, will be expected to draw 
up their documents of incorporation such that 
these Regulations can be fulfilled.

4.A. AMENDMENT AND ADOPTION OF THESE 
Regulations

4.17. These Regulations may be amended by 
the Executive Board.

4.18. This version was adopted in November 
2019.



6

REGULATION 5.  
NO REGULATION
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REGULATION 6.  
DISCIPLINARY AND APPEALS  
(BYE-LAWS 18(c), 19)

6.A. THE DISCIPLINARY AND APPEALS 
PROCEDURE AND ITS APPLICATION TO THE 
MEMBER

6.1. It is essential that the Institute of 
Materials, Minerals and Mining regulates its 
membership through appropriate standards. 
This it does through a Code of Professional 
Conduct. It must also have the wherewithal 
to deal in a fair and prescribed manner with 
members who contravene and transcend the 
Code of Professional Conduct in addition to 
making provision for any member who becomes 
the subject of such proceedings to appeal any 
decision subsequently made. The Institute 
has therefore put in place this Disciplinary and 
Appeals Procedure to support the Code of 
Professional Conduct.

6.2. When an individual becomes a member, 
at any grade, of the Institute, they enter into a 
contract which binds them to uphold the Code 
of Professional Conduct. As a consequence this 
makes any member liable to the Disciplinary and 
Appeals Procedure.

6.3. The purpose of the Institute’s disciplinary 
and appeals procedure is not to punish but 
to protect and safeguard the public interest. 
In addition it maintains the high standing and 
integrity of the Institute, its membership and the 
wider profession.

6.B. PRINCIPLES OF THE DISCIPLINARY & 
APPEALS PROCEDURE

6.4.  The Disciplinary and Appeals procedure is 
underpinned by the following principles:

• The proceedings will be conducted in private and 
be clear, open, fair, unbiased and proportionate.

• All people involved should respect the 
confidentiality of the proceedings; members will 
be bound by the Code of Professional Conduct 
and staff by the confidentiality clause in their 
contracts of employment with the Institute.

• No person should participate in decision-
making in more than one stage of the process 
of any particular case.

• Whilst the Institute is the owner of the process, 
it may delegate authority for any part of the 
process to an appropriate third party.

• Judgement and decision-making may only be 
undertaken by appropriately qualified persons 
specifically appointed for the task.

• There is a presumption of innocence until a 
breach of the Code of Professional Conduct 
has been admitted or proved. Decisions will be 
based on the appropriate standard of proof.

• Proved breaches of the Code of Professional 
Practice may only attract sanctions as allowed 
by the Bye-Laws.

• Clear timescales will be established and agreed 
for each stage of the process; progress will 
be monitored by the Director of Professional 
Development and Membership.

• Records will be maintained for a minimum period 
of 10 years from the conclusion of the process. 

6.C. STAGES OF THE DISCIPLINARY AND 
APPEALS PROCEDURE

6.C.I. INITIAL REVIEW

6.5. Once a complaint is received an initial 
review will be undertaken by a suitably qualified 
and senior person within the Institute staff 
appointed by the Chair of the Professional 
Standards and Development Board. This 
will usually be the Director of Membership 
and Professional Standards. The Chair of the 
Professional Standards and Development Board is 
a member of the Institute’s Executive Board and 
will report directly to this group at appropriate 
stages. This review will have the purpose of 
framing the complaint as an alleged breach of the 
Code of Professional Conduct, collecting initial 
information and presenting an advisory summary 
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to the Chair. It is anticipated that this Initial Review 
take no longer than 60 working days from the first 
working day after the complaint is received, to it 
being presented to the Chair. When a complaint is 
received against a member of the Institute, they 
will not be allowed to resign their membership 
or be lapsed from the membership, through for 
example non-payment of membership fees.

6.6. Should the Chair decide there is a case 
to answer, a Preliminary Investigation will be 
initiated with a suitably qualified Case Officer 
being assigned from the senior team of the 
Institute staff who will coordinate and administer 
the process. If the Chair does not believe there is a 
case to answer, the complaint will be dismissed.

6.C.II. PRELIMINARY INVESTIGATION

6.7. The purpose of the Preliminary 
Investigation is to investigate the complaint in 
detail in order to determine whether the alleged 
misconduct would, if admitted or proved, lie within 
the ambit or jurisdiction of the Disciplinary Panel. 
To enable such a decision to be reached, robust 
and significant evidence needs to be assembled 
to assess the validity of the complaint. During 
this process, the subject of the complaint should 
be informed of the complaint and kept informed 
of developments; evidence submitted by the 
complainant and the subject shall be disclosed 
to each other. The Preliminary Investigation is 
undertaken by a panel of three trained Fellows of 
the Institute supported by the Case Officer; one 
of the Fellows will act as Chair of the Preliminary 
Investigation. None of the Panel members should 
have a conflict of interest which creates a real 
danger of bias in respect of either the subject or 
complainant, or employers of either party.

6.8. The Panel are expected to reach one 
of two decisions at the conclusion of their 
investigation: a decision of ‘no case to answer’ 

should result in dismissal of the complaint. The 
subject and the complainant should be informed 
of the decision and the reason behind it. Records 
of the complaint including evidence need not be 
maintained beyond the time limit for any appeal 
by the complainant. A finding that there was 
a ‘case to answer’ should result in referral to a 
Disciplinary Panel.

6.9. The Preliminary Investigation should also 
determine whether any criminal or civil court 
proceedings related to the alleged misconduct 
are likely or underway. If so, then the disciplinary 
hearing should not proceed until the court 
proceedings, including any appeal, are concluded. 
Where the subject has been convicted of a 
criminal offence or found liable in a civil court, the 
disciplinary hearing must separately determine 
whether the subject’s conduct (including, but 
not limited to, that proven in court) amounts to 
a breach of the Code of Professional Conduct. 
An adverse court verdict should not in itself form 
the basis of a complaint. It is anticipated that the 
Preliminary Investigation take no longer than 90 
working days from the working day following 
the confirmation of the Preliminary Investigation 
Panel members. 

6.C.III. DISCIPLINARY HEARING 

6.10. The Disciplinary Hearing will be conducted 
by a Disciplinary Panel consisting of three trained 
Fellows of the Institute. None of the Disciplinary 
Panel should have been involved in any of the 
earlier stages or have a conflict of interest which 
might create bias in respect of either the subject 
or complainant, or employers of either party. In 
more serious cases where a ‘license to practise’ 
or potential loss of livelihood is involved, a 
lay member (a trained individual holding the 
Fellowship grade of a different professional body 
operating) will be included on the Panel. One of 
the Panel will be appointed by the Chair of the 

REGULATION 6.  
DISCIPLINARY AND APPEALS  
(BYE-LAWS 18(c), 19)
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Professional Standards and Development Board 
to act as Chair of the Disciplinary Panel. It will be 
their responsibility to report the findings of the 
Disciplinary Hearing to the Professional Standards 
and Development Board. The Disciplinary Hearing 
is held ‘In-camera’ and will take place at one of the 
Institute’s offices.

6.11. The Disciplinary Panel’s role is to act as 
impartial assessors of the complaint. They may 
request the attendance of any witness they feel is 
able to clarify or confirm the evidence collected to 
help them reach a decision.

6.12. They are expected to reach one of two 
decisions at the conclusion of the hearing: if 
they find the ‘complaint upheld’, they will also 
decide the sanction against the subject from a 
list prescribed in the Bye-Laws; if they find the 
‘complaint unproven’, it will be dismissed. 

6.C.IV. DISCIPLINARY PROCESS

6.13. This involves the collection, examination 
and clarification of evidence. Prejudicial material 
that is irrelevant to the ‘case to answer’ will 
not be presented as evidence. The subject and 
complainant should have timely access to all 
evidence and responses. Where the complaint 
relates to matters of a specialised technical 
nature, the Disciplinary Panel may engage 
an expert technical witness. The Disciplinary 
Panel may make a decision after examining the 
evidence, or in more serious complex cases, 
organise an extended hearing to which all parties 
are invited. For extended hearings, consideration 
may be given to inviting a legal adviser to attend 
and advise on the legal process but not vote on 
the decision.

6.14. The subject of the alleged misconduct 
will be invited to the Disciplinary Hearing. 
A complainant may be invited to attend to 
observe the proceedings, at the discretion of the 
Disciplinary Panel, but not be allowed to speak. 
They can however be called as a witness. The 
parties involved will be entitled to bring to the 
hearing a friend. If the friend is a lawyer they may 
speak on the respective parties’ behalf. If the 
friend is a non-lawyer, a ‘McKenzie Friend’ (1), they 
may support the respective party, take notes 
and quietly provide advice, but may not speak on 

behalf of the respective party. The cost involved 
in engaging a friend, be they lawyer or non-lawyer, 
will be borne by the individual parties.

6.15. Consideration will be given to adjourning 
the hearing if the subject is unable to be present 
or represented. If the subject fails to appear on 
the day of the hearing, a brief adjournment may 
be considered to allow enquiries to be made. 

6.16. The Disciplinary Hearing will be conducted 
with transparent fairness. It will involve a statement 
of the complaint by the Case Officer (or their 
representative) and the evidence to support it (with 
any cross-examination of the witnesses) followed 
by a rebuttal by the subject (or their representative) 
with evidence which is also open to cross-
examination. Additionally evidence may include 
written statements at the Disciplinary Panel’s 
discretion. Neither party should be ambushed 
with new evidence which has not been disclosed 
in advance. It is anticipated that the Disciplinary 
Hearing will have been held within 90 working days 
of the Disciplinary Panel being confirmed. 

6.C.V. BURDEN OF PROOF 

6.17. This will be the civil standard, the ‘balance 
of probabilities’. However, in cases where a 
‘licence to practise’ or potential loss of livelihood 
is involved, the burden of proof will be ‘beyond 
reasonable doubt’.

6.C.VI. SANCTION 

6.18. It will be the responsibility of the 
Professional Standards and Development Board to 
recommend a sanction to the Executive Board if 
the ‘complaint is upheld’ by the Disciplinary Panel. 
The Professional Standards and Development 
Board will be briefed by the Director of 
Membership and Professional Standards on the 
sanctions that can be recommended. 

6.C.VII. RIGHT OF APPEAL 

6.19. The right of appeal will be available 
to the complainant following the Preliminary 
Investigation and to the subject following the 
Disciplinary Hearing. Both have 30 working 
days to lodge their appeals from the date of 

1 http://courtwithoutalawyer.co.uk/mckenzie-friends.html
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communication of the respective decisions. The 
appeal process consists of two parts: leave to 
appeal and if leave is granted, an independent 
review of the Preliminary Investigation or the 
Disciplinary Hearing by an Appeal Panel.

6.C.VIII. LEAVE TO APPEAL 

6.20. This is not granted automatically and 
specific grounds should be identified usually 
involving the following:

• Jurisdiction – the complaint fell outside the 
scope of the Code of Professional Conduct.

• Procedure – correct procedure was not 
followed.

• Perversity – the decision was perverse in light 
of the evidence.

• New evidence – which could not reasonably 
have been produced at the original hearing.

• Proportionality – the sanction was 
disproportionate to the gravity of the breach.

6.21. Leave to appeal may be granted on two 
or more grounds, but not on an accumulation of 
individually insufficient arguments under two or 
more grounds. 

6.22. Leave to appeal against ‘no case to 
answer’ will be considered by a suitable trained 
person who is independent of the Institute. 
They will review the material presented to 
the Preliminary Investigation, the record of its 
decision, and any additional evidence admitted. If 
the independent reviewer decides there is a ‘case 
to answer’, the Institute will refer the case to a 
Disciplinary Panel. 

6.23. Leave to appeal against a Disciplinary 
Panel decision will be considered by the Chair 
of the Professional Standards and Development 
Board. If leave to appeal is granted, the Institute 
will convene an Appeal Panel with minimum delay. 

6.C.IX. APPEAL PANEL & HEARING 

6.24. The Appeal Panel will be made up of 
three trained Fellows of the Institute, who are not 
members of Council or the Professional Standards 
and Development Board, and who have had no 
contact with the case before or any conflict of 
interest which might create bias in respect of 
either the subject or complainant, or employers 
of either party. The Chair of the Professional 
Standards and Policy Board will appoint one 
of the Panel Chair of the Appeal Panel; it will 
be their responsibility to report the findings of 
the Appeal Panel to the Professional Standards 
and Development Board. The Institute might 
decide to have a legal advisor in attendance. The 
Appeal Panel will be supported by the Director of 
Membership and Professional Standards. 

6.25. The Appeal Hearing will follow the same 
principles as the Disciplinary Hearing, modified to 
suit the accepted grounds for appeal; a full hearing 
might not be required in all circumstances. It is 
anticipated that the Appeal Hearing will have been 
held within 90 working days of the Appeal Panel 
being confirmed. Appeal to Licensing Bodies 
This is only available if a member, in losing their 
membership as a result of disciplinary action by 
the Institute also loses their registration, and the 
appeals procedure has been exhausted. In the 
case of the Engineering Council this is carried out 
under Engineering Council Regulation 1C.

6.A. AMENDMENT AND ADOPTION OF THESE 
REGULATIONS

6.26. These Regulations may be amended by 
the Executive Board.

6.27. This version was adopted in July 2019.

REGULATION 6.  
DISCIPLINARY AND APPEALS  
(BYE-LAWS 18(c), 19)
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REGULATION 7.  
CODE FOR PROFESSIONAL CONDUCT 
(BYE-LAW 18)

7.A. ETHICAL BEHAVIOUR AND ITS 
APPLICATION TO THE MEMBER

7.1. The duty upon members of the Institute 
to behave ethically is, in effect, the duty to behave 
honourably; in other words, ‘to do the right thing’. 
At its most basic, it means that a member should 
be truthful and honest in dealings with clients, 
colleagues, other professionals and anyone else 
the member comes into contact within the course 
of their duties. Being a professional and a member 
of a professional body, such as the Institute, is a 
badge of probity and good faith, and members 
should do nothing that in any way could diminish 
the high standing of the profession. This includes 
any aspect of a member’s personal conduct which 
could give a negative impact upon the profession.

7.2. Members should always be aware 
of the overriding responsibility to the public 
good. A member’s obligations to the client can 
never override this, and members should not 
enter undertakings which compromise this 
responsibility. The ‘public good’ encompasses 
care and respect for the environment, and for 
humanity’s cultural, historical and archaeological 
heritage, as well as the primary responsibility 
members have to protect the health and wellbeing 
of present and future generations.

7.B. THE CODE FOR PROFESSIONAL 
CONDUCT

7.3. To enable members to conduct 
themselves properly in the performance of 
their professional duties, the Institute is obliged 
to provide a Code of Professional Conduct to 
lay down, both for its members and for the 
general public, the ethical standards by which 
its members should abide. The code will apply 
to all its members, irrespective of their grade, 
the professional role they fulfil and the country 
in which they practise. The code contains, first 

of all, the specific rules of conduct to which 
members must adhere. The rules cover, in plain 
language, those basic things that members must 
do. Where appropriate, there are Guidance Notes 
to help members interpret and apply the rules. 
The Guidance Notes do cover the main areas of 
professional activity in which members are likely 
to be involved. An act which seriously breaches 
one of the Guidance Notes will probably breach 
the Rule for Professional Conduct to which the 
Guidance Note applies. 

7.4. Further, more general guidance is given in 
the ‘Good Practice Advice’. This general guidance 
is to help members by providing more information 
on what the Institute considers to be good 
practice. A member will not be considered to 
have breached the Rules for Professional Conduct 
solely because they have not followed the ‘Good 
Practice Advice’.  

7.5. Many, perhaps most members will pass 
through their professional lives without ever 
having to consider whether their actions are 
in accordance with the Code for Professional 
Conduct. However the Institute is anxious that 
any member, who is troubled by an ethical 
problem, particularly if they are worried about 
breaching the Rules for Professional Conduct, 
should be able to discuss their concerns with 
one or more of the senior members of the 
Institute. Any member who wishes to do this 
should contact the Director of Membership and 
Professional Standards so that arrangements can 
be made. 
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7.C. THE RULES FOR PROFESSIONAL 
CONDUCT 

1. All members discharge their professional duties 
with integrity and shall not undertake work which 
they are not competent to do. 

2. All members shall have full regard for the public 
interest particularly in relation to matters of 
health and safety, and in relation to the well-being 
of future generations. 

3. All members shall show due regard for the 
environment and for the sustainable management 
of natural resources. 

4. All members shall update and broaden their 
professional knowledge and skills on a continuing 
basis and shall give all reasonable assistance to 
further the education, training and continuing 
professional development of other members and 
prospective members of the profession. 

5. All members shall notify the Institute if 
convicted of a criminal offence involving 
dishonesty or violence, or upon becoming 
bankrupt or disqualified as a Company Director, 
or if removed from the membership of another 
professional body as a consequence of a 
disciplinary procedure. 

7.D. GUIDANCE NOTES ON THE 
INTERPRETATION AND APPLICATION OF THE 
RULES FOR PROFESSIONAL CONDUCT

7.D.I. RULE 1: ALL MEMBERS SHALL DISCHARGE 
THEIR PROFESSIONAL DUTIES WITH INTEGRITY 
AND SHALL NOT UNDERTAKE WORK THAT THEY 
ARE NOT COMPETENT TO DO.

• Members must carry out their professional 
duties with complete objectivity and 
impartiality, and must always declare, and 
where possible avoid all conflicts of interest.

• Members must have due regard to the duty of 
confidence in relation to all parties with whom 
they have dealings as part of their professional 
duties.

• Members must at all times have due regard 
to their duty of care to clients, especially 
lay clients in domestic or small works 
engagements.

• Terms of the engagement must be put in 
writing and must state the fees to be charged; 
whenever practicable these should be issued to 
the client before the project has begun.

• Members not carrying Professional Indemnity 
Insurance, either personally or through their 
employers, must advise their clients of the 
position before accepting the engagement. 
They must take all reasonable steps to ensure 
that their prospective clients understand 
the extent to which they are covered by 
professional indemnity insurance and must 
not accept an engagement where there is 
reasonable doubt that the client does not 
understand the extent of their professional 
indemnity insurance.

• Members must not have any form of 
involvement, however indirect, in bribery and 
corruption. Members should be especially 
rigorous when operating in countries where 
the offering and accepting of inducements and 
favours is endemic.

• Members must show due consideration and 
respect to colleagues and other people with 
whom they have dealings in the course of their 
professional duties, including communication 
on social media. They must treat all people and 
organisations equally with respect and without 
bias, and must uphold the legal standing of 
protected characteristics defined by the 2010 
Equality Act. 

REGULATION 7.  
CODE FOR PROFESSIONAL CONDUCT 
(BYE-LAW 18)
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• Members must understand their personal and 
professional responsibility to the safeguarding 
of others, particularly vulnerable people and 
members of minority groups. They must not 
act in any way or participate in any activity that 
exploits, harasses or demeans other people or 
organisations, and leads or attempts to lead 
to their loss of personal and/or professional 
dignity and standing.

• When commenting on another person’s work, 
a member must advise that person of their 
involvement, except for routine or statutory 
checks or where the member’s client or 
employer requires confidentiality.

• When competing with other professionals and 
when taking actions likely to affect adversely 
the professional or business interests of 
another person, a member must not act 
maliciously or recklessly.

• Members must be competent in relation to 
every project that they undertake. They must 
ensure that, having regard to the nature and 
extent of their involvement in a project, they 
have all the relevant knowledge and expertise. 
Where appropriate, this may include access to 
the knowledge and experience of others, or 
access to other relevant sources of knowledge, 
in addition to the member’s own knowledge 
and experience. In so doing, they must pay due 
regard to the laws on copyright, and the rights 
of intellectual property. They must disclose, 
where appropriate, any relevant limitations 
upon their competence.

• Members who are responsible for the work 
of others, or who have a management 
responsibility for other persons, must take 
responsibility for the work produced. They 
must ensure that they have the knowledge and 
expertise to effectively oversee the work for 
which they are accountable.

7.D.II. RULE 2: ALL MEMBERS SHALL HAVE 
FULL REGARD FOR THE PUBLIC INTEREST, 
PARTICULARLY IN RELATION TO MATTERS OF 
HEALTH AND SAFETY, AND IN RELATION TO THE 
WELL-BEING OF FUTURE GENERATIONS.

• Members must take all reasonable steps to 
protect the health and safety of members 
of the public and of those engaged in the 
project, both during the construction and 
the operation and maintenance stages. This 
will include obeying all legislation relating to 
health and safety but may extend beyond that 
to all situations in which there is inadequate 
statutory provision. Members must not enter 
into any contracts which compromise this 
overall responsibility.

• Where new or under-tested materials, methods 
or equipment are being used, members must 
pay particular attention to the public safety 
implications, having regard to the possibility 
that performance of the materials or methods 
may be worse than forecast. The use of such 
materials or methods and the risks involved 
must be drawn specifically to the client’s notice.

• Producing competitive bids should not result 
in the inappropriate exposure to hazard of 
any person at any time. Members have a duty, 
as far as is reasonable, to keep abreast of 
emerging hazards and inform interested parties 
accordingly. 

• Members must take all reasonable steps 
to manage and limit risk and should act in 
accordance with the Engineering Council 
Guidance on Risk. If members are in any doubt 
about the action they should take, they should 
seek the advice of the Institute.
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• Members should take all reasonable steps 
to avoid preventable disasters and should 
act in accordance with the Royal Academy 
of Engineering Guidelines for Warnings of 
Preventable Disasters. If members are in any 
doubt about the action they should take, they 
should seek the advice of the Institute.

• Members must take account of the broader 
public interest – the interests of ‘winners’ and 
losers’ in any project must be taken properly 
into account, including the impact on future 
generations. This must include regard for the 
impact upon the society and quality of life of 
affected individuals, groups or communities, 
and upon their cultural, archaeological and 
ethnic heritage, and the broader interests of 
humanity as a whole.

• Members must notify the Institute of 
any significant breach of the Rules for 
Professional Conduct by another member 
and should seriously consider reporting 
another professional with whom they may be 
professionally connected, to their professional 
body if they appear to be breaching the 
general principles of ethical practice and who 
is likely to bring the profession into disrepute.

7.D.III. RULE 3: ALL MEMBERS SHALL SHOW 
DUE REGARD FOR THE ENVIRONMENT AND FOR 
THE SUSTAINABLE MANAGEMENT OF NATURAL 
RESOURCES.

• Members should act in accordance with the 
Engineering Council Guidance on Sustainability. 
If members are in any doubt about the action 
they should take, they should seek the advice 
of the Institute.

7.D.IV. RULE 4: ALL MEMBERS SHALL UPDATE 
AND BROADEN THEIR PROFESSIONAL 
KNOWLEDGE, SKILLS AND COMPETENCE ON 
A CONTINUING BASIS, AND SHALL GIVE ALL 
REASONABLE ASSISTANCE TO FURTHER THE 
EDUCATION, TRAINING AND CONTINUING 
PROFESSIONAL DEVELOPMENT OF OTHER 
MEMBERS AND PROSPECTIVE MEMBERS OF THE 
PROFESSION.

• All members are required to improve and 
update technical knowledge, and keep abreast 
of all relevant developments including new or 
changed statutory provisions.

• Every member has a duty to be proactive 
in the training and continuing professional 
development of others, especially those for 
whom the member has line management 
responsibility.

7.D.V. RULE 5: ALL MEMBERS SHALL NOTIFY 
THE INSTITUTE IF CONVICTED OF A CRIMINAL 
OFFENCE INVOLVING DISHONESTY OR 
VIOLENCE, OR UPON BECOMING BANKRUPT OR 
DISQUALIFIED AS A COMPANY DIRECTOR.

• Members need not notify the Institute of any 
parking fines or minor motoring offences. 
Members must, however, report convictions for 
dangerous driving or driving whilst under the 
influence of drugs or alcohol. 

7.D.VI. RISK

7.6. Members need to know of the Engineering 
Council Guidance on Risk. All projects or business 
ventures involve some sort of risk. Whether a 
project can be said to have been a ‘failure’ will 
depend not only on its performance in simple 
structural terms. It will be judged according to its 
lifetime performance in relation to the investment 
concerned and the negative impact concomitant 
with every addition to the built environment.

REGULATION 7.  
CODE FOR PROFESSIONAL CONDUCT 
(BYE-LAW 18)
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7.7. Any member with a responsibility for a 
project, or any part of it, must, by maintaining 
awareness in their discipline, be aware of the risks 
and their causes and whose is the responsibility 
for them. Members should be sufficiently familiar 
with the underlying procedures, processes and 
mechanisms to analyse their risks, recommend 
sensible management measures and give 
informed expert judgements on the causes and 
probabilities of failure, based on the residual risks. 
This may involve assistance from trained risk 
analysts, but the member’s responsibility for the 
judgement is theirs alone.

7.8. No member can be expected to eliminate 
all risk. But members of the Institute have an 
ethical responsibility to take all appropriate 
measures to limit risk, in particular by ensuring 
that there is adequate risk analysis/assessment 
and an effective management process during 
the planning, implementation and post-
implementation phases in any project, e.g. 
through the use of such tools as are designed 
to evaluate all major risks over the lifetime of a 
project, including the risk that the net revenue 
stream may vary significantly from that forecast.

7.D.VII. PREVENTING DISASTERS

7.9. Members need to know of the Royal 
Academy of Engineering Guidelines for Warnings 
of Preventable Disasters. If a situation is 
developing which is causing a member concern, 
the member should not hesitate to consult the 
Institute for guidance if this is needed. Members 
working in the UK should be aware of the statutory 
provisions in the UK enshrined in the Public 
Interest Disclosure Act 1998, which permit certain 
disclosures in the public interest and prohibits 
dismissal in relation to those disclosures. Further 
advice is also available from the Engineering 
Council Guidance on Whistleblowing.

7.10. The responsibility to prevent disasters 
does not lie simply with those who first become 
aware that a set of circumstances has arisen 
which might lead to a disaster. Members who 
are in senior management positions have a 
duty to establish procedures so that potentially 
hazardous situations can be reported to those in 
a position to take action and ultimately to prevent 
them becoming actual disasters. They should 
ensure that all relevant staff are fully versed in 
these procedures, and they should provide that 
the lines of communications reach not only those 
who have the responsibility to take corrective 
action but also those who can understand the 
implications of the situation. 

7.D.VIII. SMALL PROJECTS

7.11. Unclear terms of engagement in small 
projects, particularly with small, private or 
lay clients, can be a common cause of client 
dissatisfaction, sometimes leading to complaints 
against members. Members should always make 
clear at the outset, in simple, layman’s language, 
what the contract will cover and what it will 
not cover. Members should take all reasonable 
steps to satisfy themselves that the client fully 
understands the service that is to be provided.

7.A. AMENDMENT AND ADOPTION OF THESE 
REGULATIONS

The Executive Board has authority to review and 
revise these Regulations

 must take into account the Royal Charter and 
Bye-Laws of the Institute, and the requirements of 
our Licencing bodies.

7.12. This version was adopted in November 
2019.
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REGULATION 8.  
APPOINTMENT OF ADVISORY COUNCIL 
MEMBERS TO THE EXECUTIVE BOARD 
(BYE-LAW 20(f))
8.1. The Advisory Council is required to 
appoint two of its members to serve on the 
Executive Board.

8.2. One representative shall be from the 
elected representatives of the membership 
categories and regional (UK & overseas) groups.

8.3. One shall be from the divisions, societies 
and cross cutting groups.

8.4. The appointment shall be by election 
from amongst those members of the Advisory 
Council who are not officers of the Institute. The 
election shall be by secret ballot overseen by the 
Nominations Committee.

8.5. Only those individuals who are not 
precluded from acting as a trustee of a charity 
may be nominated for election.

8.6. Each candidate for election must be 
nominated and seconded by other members of 
the Advisory Council and each shall have the 
opportunity to distribute a written statement to 
the Advisory Council in advance of voting.

8.7. The term of office of an Advisory Councillor 
on the Executive Board shall be not more than 4 
years and the term of office shall end when they 
cease to be members of the Advisory Council. 
Arrangements shall be made to ensure that one 
representative changes every second year.

8.8. No individual is eligible to serve more than 
one term of office consecutively.

8.B. AMENDMENT AND ADOPTION OF THESE 
REGULATIONS

8.9. Proposals for amendment to these 
Regulations put forward by the Executive Board 
must be approved by an Extraordinary General 
Meeting prior to implementation.

8.10. This version was adopted in November 
2019.
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REGULATION 9.  
TRUSTEE INDUCTION

9.1. All newly appointed Trustees and co-
opted members of the Executive Board shall be 
required to attend an induction session arranged 
by the Chief Executive prior to taking up their post 
as a member of the Executive Board.

9.B. PURPOSE

9.2. To ensure that Trustees understand the 
objects and governance of the Institute bestowed 
by its Royal Charter and charity legislation and the 
individual and corporate obligations of Trustees.

9.C. MECHANISM

9.3. To work through and explain the roles 
and responsibilities of the Institute and its 
officers, team and supporting organisations 
(e.g. investment managers, auditors etc). The 
process should draw upon the Trustee induction 
document identified below. The process should 
ensure Trustees understanding of the issues and 
give them an opportunity to explore any concerns 
they may have about their role.

9.4. The induction must give Trustees the 
knowledge necessary for them to properly 
consider the obligations of Trustee status and 
to formally accept the roles and responsibilities 
associated with the post by signing the Institute’s 
register for the purpose.

9.D. TRUSTEE INDUCTION DOCUMENTS

9.D.I. INTRODUCTORY DOCUMENT AND LIST 
OF CONTENTS

• Trustee Induction Regulations

9.D.II. LEGAL STATUS AND GOVERNANCE

• Royal Charter and Bye-Laws

• Regulations

• Charity Commission booklet Responsibilities of 
Charity Trustees

• Job description for Trustee, President and 
Honorary Treasurer

• Code of conduct for Trustees

• Committee Regulations

• Legislation Governing the activities of the 
Institute

9.D.III. STRUCTURE AND ORGANISATION

• Institute governance handbook

• Organisational diagram (Committee and team 
structure)

• Names and addresses of regional offices

• List of current Trustee and Executive Board 
members

• List of members of the primary Boards and 
Committees

• List of all team members with titles

• Role of Chief Executive

9.D.IV. FINANCES

• Annual report and audited accounts (most 
recent)

• Finance Regulations, Policy and Control 
Systems

• Rates for Trustee subsistence allowance and 
expenses

• Members’ Subscription rates
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9.D.V. POLICY AND STRATEGY

• Mission statement

• Strategic plan/business plan

9.D.VI. PROFESSIONAL ADVISERS

• Solicitor

• Auditor

• Insurance

• Investment managers

9.D.VII. CALENDAR OF EVENTS

• Trustee Meetings

• Primary Committee Meetings

• Annual General Meeting

Included in Institute Governance Handbook

Declaration to be completed and signed by 
trustees on completion of induction:

I ________________________________________, 
being elected/appointed to Trustee of the 
Institute of Materials, Minerals and Mining, have 
been issued with the documents listed in these 
Regulations and have been inducted into the 
role of Trustee. This includes an outline of my 
obligations under statute.

I acknowledge that further guidance is available 
from the Institute and I shall not hesitate to seek 
clarification whenever necessary.

Signed ___________________________    

Date _______________

Clarification on any Governance issues can be 
obtained from, in the first instance:

The Chief Executive

or, if this is inadequate, The President

REGULATION 9.  
TRUSTEE INDUCTION

9.E. AMENDMENT AND ADOPTION OF THESE 
REGULATIONS

9.5. These Regulations may be amended by 
the Executive Board.

9.6. This version was adopted in November 
2019.
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REGULATION 10.  
APPOINTMENT OF INSTITUTE 
OFFICERS (BYE-LAW 26)

10.1. The Officers of the Institute as identified 
by Bye-Law 25 are required to be appointed in line 
with these regulations (Bye-Law 26).

10.2. The Nominations Committee shall be 
responsible for making nominations for these 
posts to the Executive Board. Nominees shall be 
drawn from the Corporate Membership.

10.3. All shall serve terms of 2 years and all shall 
be for the same periods commencing on 1 January 
and ending on 31 December.

10.4. Nominations Committee shall bear in 
mind in their recommendations the professional 
standing, integrity, reputation and skills that 
individuals might bring to the Institute. The 
Committee shall also bear in mind that the path 
to President is a long one, with most passing 
through Vice-President and Senior Vice-President 
before occupying the post of President and 
additionally serving for a further two years as 
Immediate Past-President, a commitment of eight 
years in all.

10.5. In making a nomination the Committee 
may take soundings or make enquiries and gain 
an understanding from the potential nominees, 
without commitment, that they are comfortable 
to agree to a significant term of office if selected 
from a shortlist of potential candidates.

10.6. The Committee shall normally make 
only one recommendation per vacancy but the 
Executive Board is not required to accept all 
nominations and may refer any or all nominations 
back to the Nominations Committee and may 
a see the shortlist from which the nominated 
candidate was selected.

10.B. AMENDMENT AND ADOPTION OF THESE 
REGULATIONS

10.7. These Regulations may be amended by an 
Extraordinary General Meeting.

10.8. This version was adopted in November 
2019.
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REGULATION 11.  
THE ADVISORY COUNCIL  
(BYE-LAWS 27-31)

11.A. COMPOSITION

11.1. The composition of the Advisory Council 
is set out in Bye-Laws 28-30. The officers of the 
Institute are specified in Bye-Law 25 and comprise 
the President, Senior Vice President, two Vice-
Presidents and Honorary Treasurer.

11.2. Additionally, there shall be:

• 20 members drawn from division/society 
and cross-cutting group chairs. 

• 8 members elected from the membership 
to represent the grades of membership, industrial 
members and school members in proportions 
agreed by the Advisory Council.

• 6 members elected from the UK regions 
and 1 overseas.

11.B. ELECTION

11.3. The Advisory Council members shall 
serve terms of four years with half of the elected 
members standing down and being replaced 
every second year. The year shall be the period 
commencing on 1 January until 31 December.

11.4. It shall be the duty of the Nominations 
Committee to oversee the elections to the Advisory 
Council. The ballot shall be a secret ballot of all 
Corporate Members and all Corporate Members 
shall be eligible to stand in at least one category.

11.5. At the creation of the Advisory Council 
all elected vacancies shall be open for election 
and from the successful candidates, half of each 
category shall serve for four years and half for 
two in order to establish a two-yearly series of 
elections. The Nominations Committee shall 
decide how those individuals shall be selected 
for different terms but shall take into account 
the need to ensure the maximum continuity of 
representation. Elected members of Advisory 
Council may stand for re-election at the end of 
their term of office.

11.C. DUTIES

11.6. The Advisory Council shall consider 
matters relating to strategic planning for the 
Institute and all matters concerning the future 
direction, long term viability and influence for the 
Institute and shall convey their recommendations 
and concerns to the Executive Board for 
consideration.

11.7. The Advisory Council may receive 
presentations from staff and volunteers active 
within the Institute to assist them in their 
deliberations.

11.8. It shall have secretarial and administrative 
assistance from the staff of the Institute to 
maintain records, call and hold meetings and to 
arrange the procurement of information to further 
its deliberations.

11.D. MEETINGS

11.9. The Advisory Council shall meet at 
least twice in each year at approximately equal 
intervals.

11.E. AMENDMENT AND ADOPTION OF THESE 
REGULATIONS

11.10. Changes to these regulations shall be 
agreed by the Executive Board but shall then 
additionally be subject to approval by the 
membership at an Extraordinary General Meeting.

11.11. This version was adopted in November 
2019.
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REGULATION 12.  
NOMINATIONS COMMITTEE  
(BYE-LAW 32)

12.1. The Nominations Committee shall lead 
the process for appointment to the Executive 
Board, Institute Officers and Chairs of Primary 
Boards and other Boards which are not already 
prescribed by regulations or election.

12.B. MEMBERSHIP

12.2. Members of the Nominations committee 
shall be as follows:

• The President (who should act as Chair of 
the Nominations Committee)

• The Senior Vice-President

• The Immediate Past President

• Three members of the Advisory Council 
as appointed by Advisory Council and who are not 
members of any Institute Board. The normal term 
of office for members of the Advisory Council on 
this committee will be four years.

12.C. ATTENDEES

12.3. The Chief Executive, members of his staff 
and other Institute members may be invited to 
attend to give advice but they must not play any 
part in decision making.

12.D. QUORUM

12.4. The quorum necessary for the business of 
the meeting shall be four members with no excess 
of Advisory Council members over Executive 
Board members.

12.E. DECISION MAKING

12.5. Although the Committee should 
endeavour to reach a consensus on all issues in 
the event of a vote where there is an equality of 
votes for and against a motion the Chair shall have 
an additional casting vote. No member of the 
Committee shall participate in any discussion or 
decision in which they have an interest.

12.6. The Committee shall take such 
advice as may be necessary in arriving at a 
recommendation.

12.F. FREQUENCY OF MEETINGS

12.7. The Committee shall meet at least twice per 
year and at other times as particular needs arise.

12.G. RESPONSIBILITIES:

1. To review annually the structure, size, 
composition skills and experience of the Executive 
Board, Advisory Council and other Boards to 
ensure ongoing and effective leadership of the 
organisation.

2. To give full consideration for succession 
planning for senior officers of the Institute and for 
its senior operating staff, providing proposals to the 
Executive Board’s agreement where appropriate.

3. To review leadership needs of the 
organisation both in an executive and non-
executive capacity.

4. To review the various contributions of 
Board Chairs and members of Boards to ensure that 
sufficient involvement and time is being provided 
to fulfil the obligations of these bodies.

5. To ensure that Board appointments and 
induction procedures are completed in a formal and 
thorough manner.

6. To oversee the administration of all 
elections and ensure that they are fair and in line 
with the Bye-Laws and Regulations.

12.H. LINE OF AUTHORITY

12.8. The Committee will report to the Executive 
Board.

12.I. AMENDMENT AND ADOPTION OF THESE 
REGULATIONS

12.9. Changes to these regulations shall 
be agreed by the Executive Board but shall 
then additionally be subject to approval by the 
membership at an Extraordinary General Meeting.

12.10. This version was adopted in November 
2019.
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REGULATION 13.  
CONDUCT OF EXECUTIVE BOARD 
MEETINGS (BYE-LAW 33)

13.1. These Regulations govern the conduct of 
all meetings of the Executive Board.

13.2. Meetings of the Executive Board shall 
be held according to a programme issued at 
least three months in advance of the year to 
which it applies.  Where an additional meeting is 
necessary this shall be arranged as far in advance 
as is practicable.  All meetings shall be notified to 
all members of the Executive Board in writing (by 
post, fax or e-mail) which shall include an agenda, 
which carries all the primary business of the 
meeting, and any supporting information papers 
and reports for the business on the agenda.

13.3. The Executive Board should attempt to 
settle all questions by discussion and consensus.

13.4. Where informal debate does not lead 
to consensus it shall be necessary to debate 
formally with a vote on a motion following the 
debate. For all decisions on which a vote is taken 
a simple majority is required except in respect of 
amendments to regulations where a two thirds 
majority is required.

13.5. The quorum for a meeting of the Executive 
Board shall be eight.  Where a meeting is 
inquorate the formal business of the meeting shall 
be carried forward to the next meeting.  Nothing 
however shall preclude an informal discussion on 
the items included in the agenda.

13.6. The chair shall be taken at all meetings 
of the Executive Board by the Immediate Past 
President.  In the absence of the Immediate Past 
President the chair shall be taken by the following 
officers in this order of precedence, President, 
the Senior Vice President, a Vice President or 
any other Trustee agreed by a majority of those 
present. The chair shall never be taken by an 
employee in any form of the Institute.

13.7. The Chief Executive shall be in attendance 
at all meetings of the Executive Board. The 
Finance Director should also be present.   

13.8. Any or all team members in attendance 
may be instructed to leave the meeting for any 
items designated by the meeting.

13.9. The Executive Board shall take 
responsibility for succession planning for the 
Chief Executive. 

13.10. The Chief Executive should keep the 
Executive Board fully informed about the planning 
for succession and this should routinely be 
included on the Executive Board Meeting Agenda 
(at least annually).

13.B. AMENDMENT AND ADOPTION OF THESE 
REGULATIONS

13.11. Changes to these regulations shall be 
agreed by the Executive Board but shall then 
additionally be subject to approval by the 
membership at an Extraordinary General Meeting.

13.12. This version was adopted in November 
2019.
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REGULATION 14.  
EXECUTIVE BOARD – DELEGATION OF 
POWERS (BYE-LAWS 36, 37)

14.1. The Executive Board may delegate any 
of its powers to groups or individuals as may be 
advisable for the efficient running of the Institute. 
Such delegation may be for an indefinite period or 
a fixed period but should as far as practicable be 
for a self-limiting period.

14.2. Members of the Executive Board, as 
Trustees, of the Institute must be aware that 
they cannot delegate any of the responsibility for 
the powers exercised on their behalf by others 
and they remain, in the worst possible case, 
personally liable for liabilities generated.

14.3. Whenever powers are delegated the 
delegation should be in writing and to all 
individuals to whom powers are delegated. The 
document should make clear the extent and limits 
to the delegation.

14.4. An example of a permanent delegation is 
the power of the Membership Committee to elect 
and register members on behalf of the Executive 
Board. The safeguards in this case are to pay due 
care and attention to the terms of reference of 
the Membership Committee and the Regulations 
for Election of members which stipulate both 
standards to be applied and procedures to be 
followed.

14.B. AMENDMENT AND ADOPTION OF THESE 
REGULATIONS

14.5. These Regulations may be amended by 
the Executive Board.

14.6. This version was adopted in November 
2019.
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REGULATION 15.  
GENERAL MEETINGS  
(BYE-LAWS 41, 48 & 50)

15.A. CONDUCT OF GENERAL MEETINGS – 
(BYE-LAW 50 AND 48)

15.1. Bye-Law 50 requires regulations to set 
out certain conditions with regard to General 
Meetings as follows:

a) Members in arrears of subscription for 
more than 3 months shall not be entitled to vote.

b) The Chair shall be taken by the President 
but in the absence of the President it shall be 
taken by an officer of the Institute in the following 
order of Precedence, Immediate Past-President, 
Senior Vice-President, a Vice-President (longest 
serving taking precedence) and Honorary 
Treasurer. 

c) For motions put to the membership in 
advance of the meeting a poll shall be taken 
by a show of hands and this shall be added to 
written proxies provided to the Institute not less 
than one working week prior to the date of the 
meeting. Such proxies shall be counted in secret 
by tellers independent of the Executive Board who 
shall reveal the count once the show of hands is 
complete. The count shall be overseen by two 
Corporate Members of The Institute independent 
of Executive Board. Evidence of the proxies shall 
be retained for one calendar year following the 
date of the meeting.

d) A meeting shall be adjourned if the 
quorum for the meeting (Bye-Law 45) is not 
present within 30 minutes after the time at 
which the meeting is due to commence. It shall 
be reconvened within 30 days of the adjourned 
meeting at a time and place agreed by the 
Executive Board.

e) The notice period to be given to all 
members prior to any General Meeting shall be 
not less than 21 days. The notice period for a 
reconvened meeting shall be as great as possible 
and shall use email to all members for which an 
email address is held, prominent notices on the 
website, and post for those members with no 
email addresses held by The Institute. All such 
notices shall be sent as soon as practicable after 
the time and place are agreed.

15.B. EXTRAORDINARY GENERAL MEETINGS – 
CONVENING (BYE-LAW 41)

15.2. An Extraordinary General Meeting (EGM) 
can be convened at any time by the Executive 
Board or by requisition of the members.

15.3. For members to requisition an EGM they 
shall:

1. Submit a statement in writing giving the 
reasons for calling the meeting, a specific item to 
be placed on the agenda and a motion to be put to 
the meeting.

2. The motion should have a proposer and 
a seconder to speak to the motion on the day 
of the meeting and if either the proposer and/or 
seconder are unable to attend these individuals 
may nominate substitutes who are Corporate 
Members of The Institute.

3. The requisition for the meeting shall be 
supported by at least 50 Corporate Members of 
the Institute who shall provide evidence of their 
support by signing the requisition or an annex to 
it.

15.4. The requisition shall be provided to 
the Chief Executive who shall, without delay, 
advise the Executive Board of the receipt of the 
requisition.
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15.5. The Executive Board shall then arrange 
for the meeting to be held on a date convenient 
to the Institute and also convenient so far as 
reasonably practicable to the proposer and 
seconder of the motion.

15.6. The date of the meeting shall be within 
3 calendar months of the date of receipt of the 
requisition and proper notice shall be given to all 
Corporate Members of the Institute as specified 
in the Bye-Laws. It shall also be publicised 
through the Members’ Magazines and the 
Institute website. The notice shall contain a full 
reproduction of the motion and the reasons for 
calling the meeting.

15.7. Provision must be made for all Corporate 
Members unable to be present to appoint a Proxy 
to vote on their behalf on the motion.

15.8. The meeting must have no other 
substantive items on the agenda other than those 
requisitioned by the members.

15.C. ANNUAL GENERAL MEETINGS

15.9. The requirement for an agenda of an AGM 
is as specified in the Bye-Laws.

15.D. ORDINARY GENERAL MEETINGS

15.10. Ordinary General Meetings of The 
Institute are no longer held although the Bye-
Laws give the facility for them to be reinstated.

15.E. AMENDMENT AND ADOPTION OF THESE 
REGULATIONS

15.11. These Regulations may be amended by an 
Extraordinary General Meeting.

15.12. This version was adopted in November 
2019.
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REGULATION 16.  
THE USE OF THE INSTITUTE SEAL  
(BYE-LAW 52)

16.1. These Regulations are drafted in 
accordance with the requirements of the Institute 
Bye-laws and cover the mechanism for the 
legitimate use of the Institute Seal.

16.2. The Institute Seal must be kept securely at 
all times when not in use.

16.3. When the seal is required to be attached 
to a document it shall be used only in the 
presence of the three signatories identified below 
and after each of the signatories has signed the 
document to which the seal is to be attached. 
Immediately following its application, the seal 
shall be secured before the departure of the 
signatories.

16.4. Subject to Regulation 16.5:

• If a document to which the seal is to be 
attached is a contract to pay for goods or 
services, the signatories shall be the Chief 
Executive, the Honorary Treasurer and one 
other Executive Board member, preferably an 
Institute Officer. 

• For other documents, the signatories shall be 
the Chief Executive, the President and one 
other Executive Board member, preferably an 
Institute Officer

16.5. On a case by case basis, this authority to 
sign documents under seal may be delegated as 
follows:

Delegated from: Delegated to:

President Another Institute Officer

Honorary Treasurer Another Institute Officer

CEO Finance Director

16.6. Where a document to receive the seal 
is a legal document imparting the authority 
of the Institute as a body corporate the seal 
shall, wherever possible, be impressed over the 
signatures of the signatories.

16.7. Membership and other certificates do 
not require use of the seal but if it is used it must 
be applied once all signatories have signed the 
certificate.

16.A. AMENDMENT AND ADOPTION OF THESE 
REGULATIONS

16.8. These Regulations may be amended by 
the Executive Board.

16.9. This version was adopted in November 
2019.
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REGULATION 17.  
THE POWERS AND DUTIES OF THE 
CHIEF EXECUTIVE (BYE-LAWS 54)

17.1. Bye-Law 53 requires the Institute 
to appoint a Chief Executive. This is the 
responsibility of the Executive Board. 

17.2. The Chief Executive shall report to the 
Executive Board but shall not be a Trustee of the 
Institute. 

17.3. Notwithstanding the terms of Bye-Law 
54 and the contract of employment of the Chief 
Executive the following shall apply: 

17.B. OBJECTIVES 

• To manage the achievement of the Institute’s 
vision, objectives, strategy and its annual 
targets. 

• To be responsible for the management and 
administration of the Institute in execution of 
the Institute’s objectives and policies. 

• Together with the Chairman of the Executive 
Board, to enable the Executive Board to fulfil 
its functions and to ensure that the Executive 
Board receives appropriate advice and 
information on all relevant matters. 

• To ensure that the Institute complies with all 
legal obligations. 

17.C. ACCOUNTABILITIES 

17.C.I. SERVING THE EXECUTIVE BOARD, AND, 
IN CONSULTATION WITH THE PRESIDENT:

• Recommend to Executive Board an annual 
calendar of meetings for the Executive Board 
and its Committees together with other 
mandatory meetings and events. 

• Ensure that items required to be considered are 
placed on an appropriate agenda. 

• Report periodically to the Executive Board 
on the progress of the organisation and all 
other matters relevant to the discharge of the 
Executive Board’s responsibilities. 

• Help the Chairman of the Executive Board 
to obtain the best thinking and involvement 
of each member of the Executive Board and 
arrange for appropriate briefings. 

• Where appropriate monitor and make 
recommendations on the composition of the 
Executive Board and its Committees. 

• Formulate policy proposals for submission to 
and approval by the Executive Board. 
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17.C.II. LEADING AND MANAGING THE 
INSTITUTE:

• Ensuring with the President that the Institute 
has a long-term strategy to enable it to achieve 
its objectives. Monitoring and reviewing the 
strategy on a regular basis. 

• Ensure that the Institute’s corporate vision and 
policies are consistent, relevant and practiced 
throughout the organisation. 

• Provide leadership to the administrative and 
management team. 

• Direct, co-ordinate and review the work of 
those persons reporting to the Chief Executive. 

• Ensure that the Institute has the resources to 
make progress towards the achievement of its 
objectives. 

• Establish and maintain an effective system for 
recruitment, management, and development 
of staff (and volunteers) to achieve the 
organisation’s objectives. 

• Foster effective communications throughout 
the organisation. 

• Maintain a climate that attracts, retains and 
motivates top quality personnel. 

• Ensure that there is a clear policy on 
relations with the media and keep the chief 
spokesperson for the organisation informed. 

• Ensure that the organisation is presented in a 
professional manner. 

• Ensure that the necessary resources are 
provided and proper standards maintained for 
the protection of people and the organisation’s 
assets, giving particular attention to: legal 
requirements, health and safety, maintenance 
and security of property. 

REGULATION 17.  
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• Co-ordinate the preparation of the annual 
budget, in consultation with the Honorary 
Treasurer, and submit it to the Executive Board. 

• Ensure that the expenditure is controlled in line 
with the annual budget and submit appropriate 
reports to Executive Board. 

• Be responsible to the Executive Board for the 
overall financial health of the Institute. 

• Co-ordinate the financial strategy for 
the Institute and ensure appropriate 
communications with its members and other 
supporters. 

• Foster good relations with Government, 
statutory and voluntary bodies together with 
other relevant organisations, 

• Ensure the Institute discharges its 
constitutional and legal obligations. 

• Report to the Executive Board in a timely 
manner on the progress of the Institute’s 
work, together with any other matters which 
are relevant to the discharge of the Executive 
Board’s responsibilities. 

17.D. AMENDMENT AND ADOPTION OF THESE 
REGULATIONS

17.4. These Regulations may be amended by 
the Executive Board.

17.5. This version was adopted in November 
2019.
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REGULATION 18.  
FINANCE (BYE-LAWS 56-8)

18.A. INTRODUCTION

18.1. The Executive Board has responsibility for 
ensuring that the Institute complies with statutory 
legislation and has appropriate systems of control, 
financial and otherwise.  It is responsible for 
safeguarding the assets of the charity and hence 
for taking reasonable steps for the prevention and 
detection of fraud and other irregularities.

18.2. These regulations import some aspects 
directly from the Royal Charter and Bye-Laws in 
order that they can be read as a complete and 
standalone document. In considering any review 
of these Regulations reference must be made 
to those documents in order that consistency is 
maintained.

18.B. RISK MANAGEMENT 

18.3. The Executive Board shall regularly 
review a formal risk management plan to enable 
it to assess business risks and implement risk 
management strategies on a regular basis.  This 
will involve identifying the types of risks the 
Institute faces, prioritising them in terms of 
potential impact and likelihood of occurrence, 
and identifying means of mitigating the risks.  
As part of this process the Executive Board shall 
review the adequacy of the charity’s internal 
controls.  The systems of internal control shall be 
designed to provide reasonable, but not absolute, 
assurance against material misstatement or loss.  
They shall include:

• a strategic plan and an annual budget approved 
by the Executive Board;

• regular consideration by the Executive Board 
of financial results, variance from budgets, 
non-financial performance indicators and 
benchmarking reviews;

• delegation of authority and segregation of 
duties.

18.4. Outside of the strategic plan and the 
annual budget no capital expenditure will be made 
unless prior approval is gained from the Executive 
Board.

18.C. ACCOUNTING RECORDS, ANNUAL 
ACCOUNTS AND REPORTING

18.5. The Executive Board:

• Shall ensure that proper accounting records 
are kept. These shall disclose with reasonable 
accuracy at any time the financial position of 
the Institute and enable the Executive Board to 
ensure that annual financial statements comply 
with current charity law applicable to charities 
in England and Wales and the provisions of the 
Royal Charter and Bye-Laws;

• Shall be responsible for the maintenance and 
integrity of the charity and financial information 
included on the charity’s website

• Shall ensure that the trustees’ report and the 
financial statements are prepared in accordance 
with applicable law and United Kingdom 
accounting standards;

18.6. In accordance with the law applicable 
to charities in England and Wales, the Executive 
Board shall have prepared financial statements for 
each financial year, which give a true and fair view 
of the state of affairs of the charity and of the 
incoming resources and application of resources 
of the charity for that period.  Those financial 
statements shall:

• use suitable accounting policies and apply them 
consistently;

• observe the methods and principles in the 
Charities Statement of Recommended Practice 
(or any statement of recommended practice 
supported by the Charity Commission);
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• make judgements and estimates that are 
reasonable and prudent;

• state whether applicable accounting standards 
have been followed, subject to any material 
departures disclosed and explained in the 
financial statements;

• be prepared on the going concern basis unless 
it is inappropriate to presume that the Institute 
will continue to operate.

18.D. LOCATION AND ACCESS TO 
ACCOUNTING RECORDS

18.7. The finance team will maintain the 
accounting records including computerised 
records.

18.8. Members of the Executive Board and 
others entitled to access accounting records 
will request information in an appropriate way; 
normally through the Finance Director.  The 
Institute maintains computerised accounting 
records and does not maintain manual books of 
account.  Members of the Executive Board and the 
Audit Committee wishing to review accounting 
records will need to be assisted by a trained 
member of the IOM3 team. 

18.9. The Institute’s accounting records are 
not available to inspection by members of the 
Institute and requests for information should be 
addressed to the Finance Director (or the Financial 
Controller in their absence).

18.E. AUTHORISATION OF PAYMENTS

18.10. All purchases, services provided and 
other items due for payment must be properly 
authorised in advance in accordance with the 
Institute’s systems of internal control.

18.11. Two authorised signatories must sign 
all cheques, promissory notes, drafts, bills of 
exchange and other negotiable instruments.  Two 
signatories from Panel B can sign for payments 
covered by agreed budgets and for other amounts 
up to £20,000.  One signatory from Panel A and 
one signatory from Panel B can sign for amounts 
over £20,000 not covered by agreed budgets.

18.12. In the case of electronic payments such 
as BACs and CHAPs, two signatories from Panel B 
can approve payments for transmission provided 
written authority is received by email from a 
signatory on Panel A.  Details of all electronic 
payments must be sent to the Honorary 
Treasurer.

18.13. Panel A consists of the President, the 
Chairman of the Executive Board, the Honorary 
Treasurer and the Senior Vice-President.

18.14. Panel B consists of the Chief Executive, 
the Finance Director (or Financial Controller in 
their absence) the Director of Communications 
and the Director of Business Support.

18.15. In the event of an emergency relating 
to Disaster Recovery where none of the Panel 
A signatories can be reached, two Panel B 
signatories are authorised to sign for amounts 
above £10,000 not covered by an agreed budget.

18.F. SALES INVOICING

18.16. Members of the finance team raise 
invoices for sales already made and/or agreed on 
receiving requests from the relevant department 
managers.

18.G. CONTRACTS

18.17. Individual members of the Institute 
(including members of the Executive Board) and 
the other boards and committees of the Institute 
are not permitted to enter into contracts on 
behalf of the Institute or impose liabilities upon 
the Institute.

REGULATION 18.  
FINANCE (BYE-LAWS 56-8)
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18.18. Either the Finance Director or the Chief 
Executive must approve all contracts.  The 
Finance Director and the Chief Executive can sign 
contracts (except those under seal) where:

• the contract value is less than £20,000 or

• prior approval has been obtained from the 
Executive Board or 

• the expenditure is part of a budget approved by 
the Executive Board or

• the contract is not for the supply to the 
Institute of goods or services in return for 
payment.

18.19. Contracts not under seal and meeting 
one of these criteria must be signed by the 
Chief Executive (or the Finance Director) and the 
Honorary Treasurer (or another Institute Officer 
deputising for the Honorary Treasurer on a case 
by case basis).

18.20. Contracts under seal must be signed 
in accordance with Regulation 16 (Use of the 
Institute Seal).

18.H. PROJECT CONTROL

18.21. Because of the infrequency of Executive 
Board meetings, that Board shall consider the 
appointment of a project control sub group to 
regularly monitor and control capital expenditure 
projects of over £100k.

18.22. All such major capital projects must be the 
subject of a clear brief and detailed planning. They 
shall be procured with appropriate professional 
input. Works shall not commence without design 
completion, detailed cost analysis and a minimum 
of three competing bids. Projects must have 
financial incentives and penalties in place for 
contractors to finish within budget and on time.

18.I. INVESTMENTS

18.23. The appointment of investment managers 
shall be by the Executive Board after seeking 
advice from the Finance Committee, appropriate 
team members and elsewhere as necessary. 

18.24. The Finance Committee will act as an 
investment sub-committee. It will liaise with 
and monitor the performance of the investment 
managers and report back to the Executive Board 
on a regular basis.

18.25. The Institute’s funds are invested in 
common investment funds.  Subject to approval 
by the Executive Board, the investment sub-
committee will agree a performance benchmark 
with the investment managers that will determine 
the allocation of funds between different 
categories of investments (e.g. equities, fixed 
interest, overseas and cash).  The investment 
managers will have discretion to buy and sell 
investments within the categories of investment 
and between categories to maintain the agreed 
allocation of funds.

18.J. AMENDMENT AND ADOPTION OF THESE 
REGULATIONS

18.26. The Executive Board has authority to 
review and revise these Regulations but must 
take into account the Royal Charter and Bye-
Laws of the Institute, the requirements of charity 
legislation and professional best practice.

18.27. This version was adopted in November 
2019.
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REGULATION 19.  
INTERNAL AUDIT COMMITTEE  
(BYE-LAW 64(i))

19.A. MEMBERSHIP

19.1. Members of the Audit Committee shall 
be proposed by the Nominations Committee and 
shall comprise a chair and five other members not 
more than two of whom shall be trustees.

19.2. The President, Honorary Treasurer, 
Finance Director, Chief Executive or other 
members, staff or others shall be required to 
attend as and when appropriate.

19.3. The Executive Board shall formally 
endorse the appointment of the Committee Chair 
and Committee members

19.4. The Institute’s staff will assist in 
arranging meetings and may be invited to provide 
secretarial assistance as required.

19.5. One member of the Committee should 
have recent and relevant financial experience.

19.6. The term of office is 4 years in any role, 
renewable once. This does not prevent a member 
of the committee being promoted to Chair 
which may entail more than eight years on the 
Committee.

19.7. Any member of the Committee 
considered to be behaving inappropriately 
towards the Institute may be removed from the 
Committee by a decision of the other members of 
the Committee.

19.B. QUORUM

19.8. The quorum necessary for the business of 
the meeting shall be four members not including 
any other persons invited to attend.

19.C. FREQUENCY OF MEETINGS

19.9. The Committee shall normally meet 
at least twice a year or as the chairman of the 
committee requires.  Meetings will be confirmed 
in advance with at least four weeks’ notice. For 
time-critical matters, decisions may also be made 
by email.

19.D. RESPONSIBILITIES

19.10. The Committee shall keep under review 
the effectiveness of the Institute's financial 
reporting, internal control policies and operating 
procedures, together with a broad remit to review 
all elements and levels of Institute governance 
and function. Responsibilities of the Audit 
Committee include:

• Advising on the appointment of external 
auditors.

• In conjunction with the Finance Committee 
making recommendation to the Executive 
Board on whether the audited financial 
statements should be approved and submitted, 
including adopted accounting policies and 
trustees’ report content. 

• Undertaking internal audits of the activities of 
the Institute that may be subject to external 
requirements and licensing.

• Undertaking an ongoing programme of 
internal audits of all activities, finance, practice, 
process or control of the Institute including its 
subsidiaries that it may wish or be requested 
to undertake on the basis of valid concerns 
expressed to it.

• Ensuring co-ordination between internal audit 
reviews and external audit reports.

• Ensuring management addresses issues 
highlighted by external and internal auditors in 
their reports.
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• Advising on the development and review of a 
risk management plan and to highlight those 
internal controls to mitigate the impact of risks.

• Reporting its findings to the Executive Board.  
The committee may additionally report within 
the Institute as it deems necessary. In the event 
that it has concerns about impropriety which 
may involve criminal activity it has a duty to 
report to appropriate external regulatory and 
enforcement agencies.

• Providing an Annual Report of the Audit 
Committee which shall also be provided to the 
Annual General Meeting.

19.E. AUTHORITY

19.11. Where appropriate to an activity within 
its terms of reference the Committee is to be 
provided with any information it requires from 
employees and members. It may also request 
relevant information from regulatory bodies and 
suppliers to the Institute.

19.F. AUDIT PROCESS

19.12. Any internal audit initiated or controlled 
by the Committee shall be effected by a small 
team comprising of at least one member of the 
Committee who shall chair the audit and a senior 
staff member not involved with the purpose of 
the audit who has additional expertise within 
the Institute to aid its enquiries. During any 
audit process the team may decline to reveal 
details of its investigations or findings until its 
investigations are complete.

19.13. The Chief Executive and/or Finance 
Director may advise the Chair of the Audit 
Committee of any concerns relating to the 
operation of the Institute and ask the Audit 
Committee to investigate.

19.14. Any member of staff may raise matters 
relating to the operation of The Institute 
confidentially with the Audit Committee.

19.15. Other members or outside bodies 
including regulators would normally raise issues 
through the CEO/President.

19.G. MINUTES AND ANNUAL REPORT

19.16. An action list and minutes of each meeting 
will be developed promptly by the Committee 
Secretary and circulated to all members of the 
Committee. The Internal Audit Committee will 
prepare an annual report of its activities and 
findings which shall be presented to the Executive 
Board and to the Advisory Council.

19.17. The chairman of the Committee in matters 
of urgency shall have the right to report on an ad 
hoc basis as the Committee shall see fit.

19.H. AMENDMENT AND ADOPTION OF THESE 
REGULATIONS

19.18. Changes to these regulations in line with 
best practice from Regulators shall be agreed 
by the Executive Board and reported to the 
AGM. Other changes shall then additionally be 
subject to approval by the membership at an 
Extraordinary General Meeting.

19.19. This version was adopted in November 
2019.
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REGULATION 20.  
REMUNERATION COMMITTEE  
(BYE-LAW 64(ii))

20.1. The Remuneration Committee should aim 
to ensure that levels of remuneration are in line 
with the performance and needs of the Institute 
and the institutional sector.  It should avoid the 
development of a reward structure supporting 
poor performance and should deal fairly with all 
individuals.

20.B. MEMBERSHIP

20.2. The Committee shall comprise four 
members drawn from the Executive Board and 
decided by Executive Board.  The Chair shall 
normally be the Chair of the Executive Board, 
and the President and Hon Treasurer should be 
included as members.  Any other appropriate 
members of the Executive Board may be invited 
to attend as needed.  The Chief Executive may be 
invited to attend for all or part of any meeting. 

20.C. QUORUM

20.3. Although the quorum for Committee 
is three members it would be beneficial for the 
effective operation of this group that all four 
members should participate in meetings.

20.D. FREQUENCY OF MEETINGS

20.4. The Committee should meet at least once 
per year well in advance of any annual executive 
salary review.  The Committee may need to 
meet or consult at other times to determine 
salaries for new appointments to Director level 
or Senior team. Meetings of the Committee 
should be physical and not by virtual means or by 
correspondence; however, urgent decisions may 
be taken in correspondence where appropriate.

20.E. RESPONSIBILITIES

20.5. The agenda for any planned meeting 
shall be circulated to the Executive Board well in 
advance of every meeting in order that Executive 
Board is able to give guidance.

20.6. It shall advise on the overall levels of 
salaries and charges for budgetary purposes.

20.7. The committee shall agree the 
remuneration package for all new Institute 
employees at Director level and who are a part of 
the Senior Team.

It shall also approve the Chief Executive’s 
recommendations for the overall levels of 
compensation for other senior employees and any 
bonus arrangements.

20.8. This shall include monies to be expended 
on externally contracted support.

20.9. The frequency of meetings and the policy 
of the group shall be stated in the Annual Report.

20.F. LINE OF AUTHORITY

20.10. The written minutes of the Committee 
will be circulated to the Executive Board for 
its recommendations to be ratified prior to 
implementation. The minutes shall not contain 
the individual salaries of any employee although 
these shall be available to all members of the 
Executive Board on a confidential basis.

20.11. When the Remuneration Committee 
reports to Executive Board there shall be 
no employee present and any minute of the 
discussion shall contain no personal numerical 
detail.

20.G. AMENDMENT AND ADOPTION OF THESE 
REGULATIONS

20.12. These Regulations may be amended by 
the Executive Board.

20.13. This version was adopted in November 
2019.
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REGULATION 21.  
FINANCE COMMITTEE

21.1. The Finance Committee will report to the 
Executive Board.

21.2. The life of the committee will be 
determined by the Executive Board.

21.3. The main responsibilities of the 
committee are:

• Annual review of investments performance, 
including meeting with the relationship 
manager, review of investment strategy and 
proposal of any changes in investment strategy 
to the Executive Board;

• Annual review of banking covenant, including 
meeting with the relationship manager and 
review of the overdraft arrangements;

• Being the Institute’s representative during 
triennial actuarial valuation of the defined 
benefit pension scheme, negotiating with 
pensions trustees and agreeing scheme 
recovery plan;

• Review of the budget and five year plan before 
their proposal to the executive board;

• Review of Annual Report and financial 
statements, meeting with external auditors 
and review of their performance jointly with the 
Audit Committee.

21.B. MEMBERSHIP

21.4. The Committee will be Chaired by the 
Institute’s Honorary Treasurer and consist of:

• The Finance Director

• The Chief Executive

• Assistant Treasurer – not a member of the 
Executive Board

• Co-opted Expertise, legal or financial, as 
required

21.5. The committee shall meet a minimum of 

two times per year and shall be quorate when all 
four members (other than co-opted members) of 
the Finance Committee are present.

21.6. An Assistant Treasurer to be appointed by 
the Executive Board with succession planning in 
mind in accordance with Bye-Law 26. They may be 
invited to attend Executive Board Meetings as an 
observer.

21.C. AMENDMENT AND ADOPTION OF THESE 
REGULATIONS

21.7. These Regulations may be amended by 
the Executive Board.

21.8. This version was adopted in November 
2019.
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