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[bookmark: What_is_a_reviewer?][bookmark: _bookmark0][bookmark: _Toc200588055]What it means to be an ICE volunteer
Being an ICE volunteer means joining a vibrant community of thousands of ICE volunteers. You will have the opportunity to make the world a better place, develop your skills, make new contacts, and have some fun along the way.

There are lots of resources and guidance available to support you as well as opportunities to connect with other volunteers. ICE volunteers come from all sections of our membership. Members of all grades, backgrounds, locations, areas of expertise and interest find rewarding roles. One common theme among our members is a desire to channel their passion for the profession into activities that add real value and make a genuine difference.
[bookmark: _Toc200588056]What is a reviewer? 
Reviewers are experienced, professionally qualified ICE members who volunteer to act on ICE’s behalf to assess candidates applying for ICE membership. In addition, they must be registered with the Engineering Council as either EngTech, IEng or CEng.

By becoming a reviewer, you will:
· Receive out-of-pocket expenses for reviewer activity
· Assure society through providing professionally qualified engineers
· Learn about the latest industry developments from candidates’ work
· Gain great satisfaction in helping civil engineers progress their careers
· Develop your interviewing and critical thinking skills
· Widen your network by meeting engineers across a range of sectors
· Support ICE in building a diverse, inclusive, globally recognised institution of choice

Each request to be a reviewer is assessed on its own merits. The assessment process considers all relevant factors such as significant industry experience and involvement in mentoring others (e.g., as a supervising civil engineer or delegated engineer).
Recently retired members can apply, but you must show you have maintained links with the industry and current practices.

Whilst reviewers may have a particular knowledge of one aspect of civil engineering or associated professions, reviewers are expected to maintain a broad and up-to-date understanding of the civil engineering industry, particularly issues related to health, safety, and welfare. You should be familiar with the environment candidates work in, as well as the systems and procedures they use.

Reviewers will have good interviewing skills and be able to generate discussion with candidates, rather than only asking questions with factual answers. You should be able to give reasons for your assessment decision, without needing to substantiate detailed facts.

[bookmark: Conduct][bookmark: _bookmark1]ICE’s Professional Reviews Panel (PRP) is responsible for the appointment, training and conduct of reviewers. A register of reviewers is held by the ICE Membership Division. This is not published or available to candidates.
[bookmark: _Toc25590566][bookmark: _Toc200588057]Equality & Diversity
As both a membership organisation and an employer, ICE is committed to inclusivity. We value the diversity that people with differing backgrounds, skills, and abilities bring to the institution. We will endeavour to foster an environment free from harassment and unfair discrimination in which individual potential can be cultivated, so that everyone associated with the Institution can act against prejudice with open and critical minds. 
[bookmark: _Toc200588058]Conduct
As a member, reviewers must follow ICE’s Code of Professional Conduct.
[bookmark: _Toc200588059]Applying to become a reviewer
[bookmark: Application][bookmark: _bookmark3]There are two parts to becoming a reviewer – the application submission and reviewer training (including initial performance feedback).
[bookmark: _Toc200588060]Making your application
Submit your documents through our application portal.
Your application must include:
· A completed application form
· 1 years CPD records[footnoteRef:2]. You are free to use the template of your choice, including those recommended by ICE in its CPD guidance.  [2:  For more information, please read our CPD guidance ] 

· A development action plan (DAP) which details your objectives for the next twelve months
· Your personal development record (PDR) detailing the learning activities that you completed within the last twelve months
· A recent CV or completed career history section of the application form.

[bookmark: New_reviewer_training][bookmark: _bookmark4]There will be an initial assessment of your application by a group of experienced reviewers. If you are successful, you will be invited to complete the ICE Reviewer training program.
The training program has four stages:
· Stage 1 – Complete the volunteer induction training (online)
· Stage 2 – Attend a new reviewer training day, which includes an observation of a review
· Stage 3 – Participate as a reviewer in at least two sessions. Completing at least six reviews, whilst working with an experienced reviewer for each of those reviews.
· Stage 4 – Receive three satisfactory feedback reports from the lead reviewer for each of the reviews undertaken during the probationary period.
Upcoming new reviewer training dates can be found here.

As a new reviewer, you will be paired with experienced lead reviewers who will provide you with feedback after each review day. After completing at least six reviews and receiving three positive feedback reports from the lead reviewers, you will be added to the register of reviewers.

[bookmark: _Toc200588061]Reviewer requirements
[bookmark: _Toc200588062]Assessing review candidates
You are required to assess candidates against set criteria and not your own. You need to keep an open mind throughout the process and not be influenced by factors outside the assessment criteria and review protocols. You should be strong-minded and able to make balanced decisions.
[bookmark: What_commitments_are_reviewers_asked_to_][bookmark: _bookmark6]As a reviewer, you must be able to ask fair, challenging and sometimes probing questions and create an environment that helps the candidate perform to the best of their ability. This means your attitudes, beliefs and behaviour should be appropriate to the role and you must have up-to-date, relevant background knowledge. 
[bookmark: _Toc200588063]What commitments are reviewers asked to make?
Reviewer commitments:
· Two review days minimum per year is expected and strongly recommended. Reviewers are advised to attend:
· The annual reviewers’ conference. This can be attended in person for those based locally or online for those based overseas
· Reviewers’ forums – there will be a program of reviewer forums which you are encouraged to attend and participate in, these are aimed at keeping reviewers up to date, and will take place online, if in-person reviews are being held, these will also take place each night before a review session takes place, or the morning prior to the reviews taking place. There may also be a reviewers’ dinner the night before each review day
[bookmark: How_much_preparation_should_be_done_for_][bookmark: _bookmark7]

[bookmark: _Toc200588064]How much preparation should be done for each candidate?
The amount of time you should spend preparing for a review will depend on the candidate, their level of experience and the quality of their submission. However, the table below is a useful guide, for each candidate.

	
	New reviewer
	Experienced reviewer

	Read and scrutinise the submission, including the report and CPD records discuss with co- reviewer; complete all preparation for interview
	Approximately 4-5 hours, including time for discussion with co-reviewer
	Approximately 3 hours, including time for discussion with co-reviewer

	Attend review day; maximum 3 candidates during the morning
	Review day is likely to take up the whole day unless you work close to the review centre – 1½ hours per candidate on the day
	Review day is likely to take up the whole day unless you work close to the review centre - 1½ hours per candidate on the day

	Read and assess communication task
	Maximum 1 hour
	Less than an hour depending on the experience as a reviewer

	Agree outcome of review with co- reviewer and complete feedback forms (time here will depend on the outcome of the review)
	Approximately 2-3 hours (feedback time may be a lot shorter if the candidate is a definite pass, or slightly longer if they fail)
	Approximately 1-2 hours (feedback time may be a lot shorter if the candidate is a definite pass, or slightly longer if they fail)


[bookmark: _Toc200588065]Where and when do Professional Reviews take place?
ICE runs both online and in-person reviews. Online offers greater flexibility and supports carbon savings, while in-person reviews are part of reviewer training and development and are vital to the integrity of the reviews programme.

You will be able to indicate a preference, and we will do our best to match you. However, it may not be possible to meet every preference . For example, we may ask you to review in the other format depending on your co-reviewer and their reviewing preferences.

It is vital that reviewers have experience of reviewing in both formats – online and in-person – to ensure consistency across the reviewer community. 
 
For full details of the options available please see the key dates page here. 



[bookmark: _Toc200588066]Continuing Professional Development
[bookmark: Appendix_A_–_Reviewer_application_form][bookmark: _bookmark8][bookmark: _bookmark9]Reviewers must also maintain their CPD records in line with ICE’s requirements and must be prepared to submit them if requested to do so as part of the yearly CPD audit. This is important as reviewers need to set an example and it is the primary way that the ICE is able to demonstrate the competence of its assessors.


[bookmark: AppendixA][bookmark: _Toc200588067]Appendix A – Reviewer application form
[bookmark: _Toc85207104]Personal information:
	 ICE membership no:
	[bookmark: Text1]     

	Current grade:
	     
	Date achieved:
	     

	Surname:
	     
	Title:
	     

	Other names:
	     


Please make sure that MyICE is kept up to date with your home and employer address, alternatively you can complete the form below
Home address:
	 Address line 1:
	     

	 Address line 2:
	     

	 Address line 3
	     

	Postcode:
	     
	Country:
	     

	Telephone:
	     
	E-mail:
	     


Employer’s address:
	 Employer’s name:
	     

	 Address line 1:
	     

	 Address line 2:
	     

	 Address line 3
	     

	Postcode:
	     
	Country:
	     

	Telephone:
	     
	Work E-mail:
	     

	Overview of role:
	     


Career History (if you have a CV, please attach instead)
	Employer’s name:
	     

	Job Title:
	     

	Overview of role:
	     

	Employer’s name:
	     

	Job Title
	     

	Overview of role
	     



	Employer’s name:
	     

	Job Title:
	     

	Overview of role:
	     

	Employer’s name:
	     

	Job Title
	     

	Overview of role
	     


Reviewer application details:
	1. What best describes your employment type:

	Contracting and construction
	[bookmark: Check1]|_|
	Consultancy and design
	|_|

	Academic research
	|_|
	Infrastructure owner/client
	|_|



	2. Which area/s of technical expertise presented by candidates would you be prepared to review:

	Bridges
	|_|
	Dams / Reservoirs
	|_|

	Environmental planning / engineering
	|_|
	Buildings, Structures
	|_|

	Airports
	|_|
	Water Supply / Sewage treatment / Drainage and networks
	|_|

	Geology, Geotechnical and ground engineering, Tunnelling
	|_|
	Railway Systems and infrastructure
	|_|

	Offshore Engineering
	|_|
	River, Coast, Marine, Docks and Harbours
	|_|

	Transportation Planning
	|_|
	Highways & Traffic Engineering
	|_|

	Regeneration and Development
	|_|
	 Energy Services
	|_|



	3. What type of review (s) would you be prepared to undertake: Please remember that you can only Review at your grade or below

	Chartered Professional Review
	|_|
	Incorporated Professional Review
	|_|

	Technician Professional Review
	|_|
	
	



	4.  Relevant experience. Please provide a personal statement outlining your suitability for the role.
Reviewing is a vital role within the Institution, and we are keen to understand more about your skills. Can you provide a brief summary that covers your relevant experience (e.g. interviewing, mentoring, undertaking professional reviews with another organisation, acting as an SCE or DE and current or previous involvement with the ICE)?
If retired, could you please also indicate how you keep up to date with current industry practices and specialist knowledge. 

	     



Please ensure you have included the following with your completed and signed application form:
	|_|
	Curriculum Vitae
A current CV with details of your current employment status or complete the career history section in this form.

	|_|
	A record of continuing professional development:
A copy of your professional development record for the last year and a development action plan looking ahead for the next twelve months. For more information, please read our CPD guidance.



Important undertaking to be signed by the prospective reviewer
I apply for admission onto the reviewers’ register of the Institution of Civil Engineers. I promise that in the event of my admission I will be governed by the Royal Charter, By-laws, Regulations and Rules of the Institution and I will accept as final and binding the decisions of the Trustee Board, through its representative – Professional Reviews Panel. I also promise to promote the object of the Institution to foster and promote the art and science of Civil Engineering and to attend its meetings as often as I conveniently can. I declare the information in this application to be complete and correct.

	Signed:
	     
	Date:
	     



General Data Protection Regulation (GDPR)
The Institution of Civil Engineers and Thomas Telford Ltd maintain data on all members. We also maintain data on non-members who use our services. This will be used confidentially for normal purposes, including subscription and donation collection, mailing of publications, contract fulfilment when purchasing TTL products and services and notification of conferences and events. 

Personal data relating to ICE membership may be stored securely in perpetuity for historical purposes. Personal data relating to non-members and/or TTL customers will only be held for as long as needed to fulfil the purpose for which it was collected.
For more information on how and why we collect and use personal data and your rights as an individual please review the ICE Privacy Notice. 



Please upload via our application portal
[image: ]

Our vision 
Civil engineers at the heart of society, delivering sustainable development through knowledge, skills and professional expertise. 
Core purpose 
· To develop and qualify professionals engaged in civil engineering 
· To exchange knowledge and best practice for the creation of a sustainable and built environment 
· To promote our contribution to society worldwide
Diversity statement 
As a membership organisation and an employer, we value diversity and inclusion - a foundation for great engineering achievement


[image: ]Institution of Civil Engineers
One Great George Street
Westminster
London SW1P 3AA
UK

T: +44 (0)20 7665 2190  
E: becomeareviewer@ice.org.uk
W: ice.org.uk

Institution of Civil Engineers is a Registered Charity in England & Wales (no 210252) and Scotland (SC038629).
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