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This template is an example of a generic PPMP for firms as described above. Firms are permitted to develop their own PPMP from existing documents or from this template. Regardless of how a firm’s PPMP is developed, it must meet the requirements in the Bylaws of Engineers and Geoscientists BC. If this template is used to develop your firm’s PPMP, you are free to modify it in any way, however it must still meet the requirements in the Bylaws of Engineers and Geoscientists BC.
Instructions:
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Where [Firm] or [the firm] appears throughout, replace it with the public sector firm’s name.
This template (Version 2.0) is developed for large firms, public sector firms or firms with multiple divisions, business lines or unique operating groups where individual groups will have procedures unique to them. It is created to show both professional engineering and geoscience. Where the firm only carries out work related to one of the professions, mention of the other can be eliminated in the policy, guiding principles, and detailed procedures drafted for and by the public sector firm.
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[bookmark: _Toc71273402][bookmark: _Toc211521003]PPMP Review, Approval, and Version Control Record
This PPMP must be reviewed annually and updated as required to document evolving business practices of [Firm].
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The PPMP must have document approval by the Responsible Officer and the Responsible Registrant(s). (Consider adding area for each Responsible Registrant to acknowledge annual review, the annual review record can be a separate document.)
When this PPMP is revised, the PPMP Version Control Table below must be updated to reflect the changes. Previous versions must be retained for a minimum of 10 years.
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1. [bookmark: _Toc211521005]PPMP Requirements
This PPMP has been developed to meet the requirements set out in Bylaws of Engineers and Geoscientists BC (7.3, 7.6, and 7.7.3).
The purpose of this PPMP is to outline the standards and procedures that ensure compliance with the Engineers and Geoscientists BC Bylaws, specifically Section 7 on Standards of Conduct and Competence. This PPMP is designed to uphold the highest standards of ethical conduct, professional competence, and responsibility towards clients, colleagues, and the public.
As the Bylaws of Engineers and Geoscientists BC mandate, it must include the following elements:
a) The firm’s organizational structure (written or graphical representation) (7.7.3(1)(d)(i)).
b) Name of Responsible Officer (7.7.3 (1)(d)(ii)). If the Responsible Officer is a registrant of Engineers and Geoscientists BC, they must be in good standing.
c) Name(s) of the Responsible Registrant(s) and the division, department or practice area for which they are responsible (7.7.3(1)(d)(ii)). Responsible Registrant(s) must be in good standing with practise rights with Engineers and Geoscientists BC.
d) Include a table showing each group (department, division, function), discipline or practice area and the Responsible Registrant named for each if applicable. Depending on the size and breadth of the firm and how it is structured, a Responsible Registrant can be named for a group, department, division, function, discipline, or practice area. This decision is up to the firm.
e) Practice areas or scope of engineering and/or geoscience in which [Firm] operates (7.7.3(1)(d)(iii)).
f) Code of Conduct and policies regarding ethical behaviour with specific references to how these documents align and reinforce behaviours in keeping with (7.7.3(1)(a)):
· Engineers and Geoscientists BC Code of Ethics (7.7.3(1)(a)(i)).
· Engineers and Geoscientists BC Professional Practice Guidelines for Equity, Diversity and Inclusion (7.7.3(1)(a)(ii)).
· Ethical business practices addressing corruption, conflict of interest, and contractual matters (7.7.3(1)(a)(iii)).
g) Policies and procedures complying with the Engineers and Geoscientists BC Continuing Education Program and actions taken to remain competent in practice areas (7.6).
h) Quality Management policies and procedures covering the following required areas:
· Professional Practice Guidelines (7.3.1)
· Retaining Project Documentation (7.3.2)
· Checking Engineering and/or Geoscience Work (7.3.4)
· Independent Review of Structural Design (should be stated if practice does not include structural engineering) (7.3.5)
· Independent Review of High-Risk Activities or Work (should be tailored to suit the nature of the firm’s work) (7.3.6)
· Authenticating Documents (7.3.7)
· Direct Supervision (should be stated if no delegation of engineering and/or geoscience work to others) (7.3.8)
· Field Review During Implementation (Construction, Fabrication, Manufacturing, etc.) (should be stated if practice does not participate in field review) (7.3.3)
i) A policy for the use of [Firm’s] Permit to Practice number (7.7.3(1)(e)).
j) A plan for ensuring compliance with use of reserved title and provision of advice or services of a reserved practice (7.7.3(1)(f)).
This PPMP will undergo an annual review and revision, as needed, to incorporate input from root cause analyses of nonconformances, internal audit findings, client feedback, user suggestions, management reviews and any regulatory and/or process changes (7.7.3(7)).
All revisions made to this PPMP must be reviewed and approved in writing by the Responsible Officer and Responsible Registrant(s). Refer to the PPMP Version Control Record at the front of this PPMP for the status of revisions and approvals, to be retained for a minimum of 10 years (7.7.3(8)).


2. [bookmark: _Toc71273405][bookmark: _Toc211521006]Introduction - [The Firm]
In accordance with Bylaws of Engineers and Geoscientists BC (7.7.3).
Include the following content in this section:
a) [bookmark: _Hlk70595472]What is the firm?
b) Why does the firm exist?
c) Whom does the firm serve?
d) How long has the firm been operating?
e) How large is the firm?
f) Document who is the Responsible Officer and Responsible Registrant(s) for the firm. Where there are multiple Responsible Registrants, it must be clear what areas they are responsible for.
g) Document the firm’s organizational structure. Include an organizational chart of entire firm (leadership and divisions, departments or functions).
h) How does the firm ensure the roster of individual registrants employed by or under contract with the Firm is maintained? The roster must accurately reflect those employed by the firm and must be updated within 30 days of any changes with Engineers and Geoscientists BC.
i) Who are the firm’s clients (can be internal and external) and what types of projects are undertaken? 
j) In which engineering and/or geoscience practice areas does the firm operate? Refer to Engineers and Geoscientists BC published Industries & Areas of Practice.
k) How long has the firm been operating?
l) Does the firm utilize company or industry-specific definitions, acronyms or abbreviations? If so, include all relevant information in this section.
m) How does the firm ensure compliance with the PPMP? For example, document annual completion of a mandatory training session on the PPMP policies and procedures.
n) A plan for how the firm will ensure compliance with section 5.12(22) of the Bylaws of Engineers and Geoscientists BC regarding use of reserved title and provision of advice or services of a reserved practice.


3. [bookmark: _Toc71273406][bookmark: _Toc211521007]Engineering and/or Geoscience Group (Department or Division)
Include a section for each engineering and/or geoscience group, if multiple, or combine in one section.
If there is a question about whether the firm carries out professional engineering or professional geoscience, refer to the Professional Governance Act, Part 2 Professional Engineers, and Part 3 Professional Geoscientists for definitions and guidance.
For each engineering and/or geoscience group:
a) What does this group do?
b) In which engineering or geoscience practice areas does this group practice?
c) What is its scope of practice?
d) How many registered professionals does this group employ?
e) How is this group structured?
f) Include an organization chart of the group.


4. [bookmark: _Toc211521008]Use of Reserved Title
In accordance with the Bylaws of Engineers and Geoscientists BC (5.12(22)).
4.1	Policy
The Professional Governance Act, and Bylaws of Engineers and Geoscientists BC restricts the use of titles that imply an individual is entitled to practice engineering or geoscience to those registered with Engineers and Geoscientists BC.
Only registrants of Engineers and Geoscientists BC are permitted to use titles that suggest they are an engineer or geoscientist.
4.2	Procedure
4.2.1	Compliance
a) [Firm] must ensure that all individuals employed by or under contract with the firm comply with the requirement that reserved titles are used exclusively by registrants of Engineers and Geoscientists BC.
b) [Firm] will maintain a current list of all employees and contract employees who are registrants of Engineers and Geoscientists BC, this roster is maintained through the Engineers and Geoscientists BC website. Only those registered with Engineers and Geoscientists BC are authorized to use reserved titles in British Columbia.
c) Trainees i.e., EITs and GITs who are registered with Engineers and Geoscientists BC must comply with the use of title requirements under Engineers and Geoscientists BC Bylaws 5.5.1 and 5.5.2, respectively. These bylaws require, among other things, that use of a title containing the words “Engineer”, “Geologist”, “Geoscientist”, “Geophysicist”, or “Geochemist” (or other forms or abbreviations of them) must include the designation “Engineer-in-Training” (or “EIT”) or “Geoscientist-in-Training” (or “GIT”) in close proximity to the title and given the same or a higher degree of prominence.
4.2.2	Monitoring and Enforcement
a) The Primary Responsible Registrant (or designee) monitor assigned titles to ensure compliance with this policy.
b) Any misuse of reserved titles will be addressed promptly, and corrective actions will be taken as necessary.
4.2.3	Responsibilities
a) The Primary Responsible Registrant is accountable for the implementation and enforcement of this policy and procedure.
b) All employees and contractor employees are responsible for adhering to this policy and procedure and reporting any instances of non-compliance.
c) 

5. [bookmark: _Toc71273407][bookmark: _Toc211521009]Code of Conduct
[bookmark: _Toc71273408]In accordance with Bylaws of Engineers and Geoscientists BC (7.7.3).
5.1	Introduction and Purpose
[Firm’s] Code of Conduct sets out the behaviour and actions required of individuals employed by or under contract with [the Firm]. It applies to all employees and contract employees working for [Firm].
Add content for the following:
a) Purpose of Code of Conduct – why does the firm have a Code of Conduct?
b) Application – to whom does it apply and when?
c) Highlights from the Code of Conduct
d) Link to [Firm’s] Code of Conduct
5.2	Engineers and Geoscientists BC Code of Ethics
The Engineers and Geoscientists BC Code of Ethics has been established to support and inform registrants in fulfilling their duty to the public, clients, the professions, and their fellow registrants. The Code of Ethics is not intended to, nor does it define conduct for all situations that a registrant may encounter. Instead, it provides guidance to inform the behaviour, decisions, and professional judgment of registrants that Engineers and Geoscientists BC regulates. A registrant should incorporate ethics into their daily decision-making.
The Engineers and Geoscientists BC Code of Ethics serves several purposes. It designates the standard of conduct expected of registrants in easily understandable terms. It distinguishes appropriate professional conduct from that which fails to meet a required standard. The Code of Ethics also provides a basis on which allegations of unprofessional conduct are adjudicated by the Discipline Committee or other groups charged with responsibilities related to the conduct of registrants.
The Code of Ethics, Schedule A of the Bylaws of Engineers and Geoscientists BC, applies to all registrants.
[bookmark: _Toc65067005][bookmark: _Toc71273409]5.3	Policy
Ethics must be incorporated into daily decision-making with the firm’s code of conduct, readily accessible for all employees and/or contract employees, acting on behalf of [Firm]. The code of conduct must comply with:
Engineers and Geoscientists BC's Code of Ethics set out in Schedule A of the Bylaws,
Any guidelines on human rights, equity, diversity, or inclusion that have been approved by the Board, and 
Ethical business practices addressing corruption, conflict of interest, and contractual matters.
Refer to the Engineers and Geoscientists BC Code of Ethics for more details about the principles on which it is based.
All employees and contract employees working for [Firm] must comply with Engineers and Geoscientists BC Professional Practice Guidelines for Equity, Diversity and Inclusion
All professionals registered to practice by, or in training to be registered with, Engineers and Geoscientists BC, or other employees working on engineering and/or geoscience projects for [the Firm] must comply with the Engineers and Geoscientists BC Code of Ethics.
All professional activities will be conducted with fairness, courtesy, and good faith towards clients, colleagues, and others. This PPMP commits to adhering to the ethical standards outlined in the Engineers and Geoscientists BC Bylaws, ensuring integrity and transparency in all professional dealings.
[Firm] and its employees and contract employees will abide by governing law and ethical business practices when marketing [Firm]’s services, submitting proposals and signing contracts with clients and all other business activities. The following practices are not permitted:
Efforts to seek unfair advantage in a selection process.
Fees paid to individuals outside of published fees to secure projects.
Proceeding with a proposal or contract with an undisclosed conflict of interest.
Business practices involving corruption and/or breaches of confidentiality including Bylaw 7.8 which prohibits registrants from entering into any contract that results in or requires the breach of a duty under the Professional Governance Act, regulation or Bylaws of Engineers and Geoscientists BC such as being contractually prohibited from disclosing documents to Engineers and Geoscientists BC due to confidentiality with a client etc.
[Firm] [does/does not] operate under [a] non-disclosure agreement(s) (provide detail - does this remove any obligations under the Engineers and Geoscientists BC's Code of Ethics?).
[Firm]’s policies and Code of Conduct will be periodically reviewed to confirm that they comply with the Engineers and Geoscientists BC requirements and any related professional practice guidelines that have been published by Engineers and Geoscientists BC.
[Firm] ensures compliance with the Code of Conduct by (provide detail e.g., document annual completion of a mandatory training session on the Code of Conduct.)
Include Firm’s Code of Conduct. An example of a Code of Conduct has been included in the appendices for reference/modification.
[bookmark: _Toc65067007][bookmark: _Toc71273410]5.4	References
· [Firm]’s Code of Conduct or related policies (add link)
· Engineers and Geoscientists BC's Guide to the Code of Ethics
· Engineers and Geoscientists BC's Code of Ethics FAQ’s


6. [bookmark: _Toc211521010]Continuing Education
[bookmark: _Toc71273412]In accordance with the Bylaws of Engineers and Geoscientists BC (7.6).
6.1	Introduction
Registrant firms play an important role in supporting professionals they employ in the maintenance of their competency and meeting their requirements under the Engineers and Geoscientists BC’s Continuing Education Program. Employers can set standards that empower registrants to undertake appropriate and adequate continuing education activities. 
Under the Professional Governance Act and the Continuing Education Program by Registrant Firms requirements as set out in section 7.6.16 of the Bylaws of Engineers and Geoscientists BC, all registrant firms must develop, maintain, and follow documented procedures to support registrants they employ in meeting their Continuing Education Program requirements and maintaining their competency with respect to their role and practice areas. The continuing education requirements are further explained in the Guide to the Continuing Education Program.
These internal procedures will vary among registrant firms but should outline a vision and goals for supporting continuing competency and education and policies supporting learning activities.
Registrant firms that have more than one professional in their employ must also provide support in meeting individual Continuing Education Program requirements by conducting an annual documented review with each professional. This review should be focused on the maintenance of the professional’s competence with respect to their role and area of practice at the Firm. The review should identify potential gaps in the professional’s competency as well as identifying means and methods of addressing any identified gaps and maintaining their competency. 
[bookmark: _Toc71273413]6.2	Purpose
Professionals are required under the Engineers and Geoscientists BC Code of Ethics to “maintain competence in relevant specializations, including advances in the regulated practice and relevant science”. To support this important principle of professional practice, professionals are required under the Professional Governance Act and the Bylaws of Engineers and Geoscientists BC to create continuing education plans and meet mandated levels of continuing education. 
This section describes the [Firm]’s documented procedure to be followed by its professionals to meet the required standard for continuing education and competence.
[bookmark: _Toc71273414]6.3	Policy
Maintaining our collective competence [edit to suit the firm’s role and services]:
Helps to protect public safety and the environment.
Fosters excellence.
Maintains and advances our knowledge and expertise.
Enhances and expands our domains of practice.
Enhances our image.
Improves the quality and value of services we provide.
Improves marketability.
Professional registrants are required under the Engineers and Geoscientists BC Code of Ethics to “maintain competence in relevant specializations, including advances in the regulated practice and relevant science”. To support this important principle of professional practice, professionals are required under the Professional Governance Act and the Bylaws of Engineers and Geoscientists BC to create continuing education plans and meet mandated levels of continuing education.
Professional registrants employed by [Firm] must have competence assessed at hiring and on an ongoing basis by developing and maintaining annual continuing education plans, complying with the Engineers and Geoscientists BC Continuing Education Program requirements to exhibit competence in their practice areas.
Managers must conduct and document annual performance reviews [use Firm’s terminology] with all their direct reports that will include (add items here, including ensuring competence for their role is maintained).
For professionals registered with Engineers and Geoscientists BC, performance reviews and learning plans will align with the Engineers and Geoscientists BC Continuing Education Program.
Learning plans will be supported through [choose the ones that apply or draft new]:
Paid time off for professional development,
Tuition or participation fees approved for programs, courses, or training,
Registrations fees for approved conferences,
In-house webinars, seminars, training, and workshops,
Mentoring program, or
Career coaching.
Annual performance reviews with registrants must incorporate their continuing education plans, identifying learning needs and relevant continuing education activities, and recording individual attendance at [Firm's] internal training events.
In accordance with section 7.6.16 of the Engineers and Geoscientists BC Bylaws, registrant firms are required to retain all documentation supporting a documented review of a Professional Registrant for a minimum of five years following the completion of the review. This includes records related to employee participation in continuing education programs, as well as performance review documentation.
[bookmark: _Toc71273415]6.4	Detailed Procedures and References
Refer to or include [the Firm]’s human resource policies regarding performance review, professional development, learning and/or continuing education.


7. [bookmark: _Toc71273416][bookmark: _Toc211521011]Professional Practice Guidelines and Practice Advisories
[bookmark: _Toc36296623][bookmark: _Toc71273417][bookmark: _Toc380338176][bookmark: _Toc36296627]In accordance with the Bylaws of Engineers and Geoscientists BC (7.3.1) and the Guide to the Standard for the Use of Professional Practice Guidelines.
7.1	Introduction
A professional practice guideline sets the minimum standards of competence, conduct and practice expected from a professional engaged in the activities it addresses. Professionals must have regard for applicable standards, policies, plans, and practices established by the government or by Engineers and Geoscientists BC, including Engineers and Geoscientists BC professional practice guidelines.
Professionals must establish, maintain, and follow documented procedures to:
Stay informed of, knowledgeable about, and meet the intent of all applicable standards, policies, plans, and practices established by the government or by Engineers and Geoscientists BC, including professional practice guidelines relevant to their practice.
Document in writing the reason(s) for a departure from any relevant portion of a professional practice guideline.
Engineers and Geoscientists BC publishes professional practice guidelines on specific professional services or activities where additional guidance is deemed necessary. Professional practice guidelines are written by subject matter experts and reviewed by registrants, advisory group members, and other affected parties before publication. Engineers and Geoscientists BC’s preparation of professional practice guidelines is informed by a risk-based analysis of the professional activity or service that falls under regulated practice.
The use of professional practice guidelines is mandated by section 7.3.1 of the Bylaws of Engineers and Geoscientists BC and is supported by the Engineers and Geoscientists Guide to the Standard for the Use of Professional Practice Guidelines.
During compliance audits, auditors will be confirming professionals are knowledgeable of, competent in, and meet the intent of professional practice guidelines relevant to their work.
[bookmark: _Toc36296624][bookmark: _Toc71273418]7.2	Purpose
[bookmark: _Toc36296625]Each professional practice guideline establishes the standards of competence, conduct and practice that all professionals are expected to meet when engaged in the relevant professional engineering or professional geoscience work. Professional practice guidelines may also assist in interpreting the standards of professional and ethical conduct established by the Bylaws of Engineers and Geoscientists BC.
Engineers and Geoscientists BC chooses professional practice guideline topics with a risk-based analysis, prioritizing professional practice guidelines that address practice activities involving increased risk to the safety, health and welfare of the public, including the protection of the environment and the promotion of health and safety in the workplace.
This section describes [Firm]’s documented procedure to be followed by its professionals to meet the standard for the use of Engineers and Geoscientists BC professional practice guidelines.
[bookmark: _Toc71273419]7.3	Policy
Projects undertaken must meet all regulatory and statutory requirements, and applicable professional practice guidelines and standards including meeting the intent of relevant Engineers and Geoscientists BC professional practice guidelines and practice advisories.
[bookmark: _Toc71273420]All professional employees or contract employees acting on behalf of [Firm] will stay informed of, knowledgeable about, have regard for, and meet the intent of all applicable standards, policies, plans, and practices established by the government or by Engineers and Geoscientists BC, including professional practice guidelines and practice advisories relevant to their practice. A departure from any relevant portion of a professional practice guideline must be documented in writing, as per section 7.3.1(2)(b) of the Bylaws of Engineers and Geoscientists BC.
7.4	Guiding Principles for Detailed Practice Area Procedures
This high-level procedure applies across [the Firm] and will inform any detailed procedures, if required, for use of professional practice guidelines in each division, department or practice area [use the firm’s terminology].
All professional employees or contract employees with [Firm] must have regard for applicable standards, policies, plans, and practices established by the government or by Engineers and Geoscientists BC, including professional practice guidelines by:
a) Establishing, maintaining, and following documented procedures that describe how they will stay informed of, knowledgeable about, and meet the intent of all applicable standards, policies, plans, and practices established by the government or by Engineers and Geoscientists BC including:
· Monitoring communications about changes to regulations, guidelines and standards including those from Engineers and Geoscientists BC.
· Reviewing related websites including the Engineers and Geoscientists BC website to retrieve the current versions and to find out about updates to regulations, guidelines, and standards.
· Determining what impact these changes will have on [Firms]’s related practices and work.
· Supporting related professional development to reinforce the use of professional practice guidelines.
b) Before starting work on any project, professionals of record will identify, confirm, and document all regulatory and statutory requirements as well as applicable Engineers and Geoscientists BC Professional Practice Guidelines and Practice Advisories. If [Firm] performs repetitive projects or has a different process for demonstrating standard progress than stated, those details must be outlined. It is the responsibility of the professional of record to ensure that the latest guidelines and advisories are referenced.
c) During the work, the professional of record will:
· Have the work designed or developed to meet all regulatory and statutory requirements including those found in Engineers and Geoscientists BC Professional Practice Guidelines and Practice Advisories.
· Carry out or have carried out reviews to confirm that all requirements have been met.
· Document in writing the reason(s) for any departure from any relevant portion of a professional practice guideline or practice advisory.
[bookmark: _Toc71273421]7.5	References
Edit to include those references to regulations, legislation, standards and guidelines applicable to the firm or provide a link to where applicable references are listed or stored:
· (example) BC Building Code 20xx.
· (example) Professional standards such as CSA, ASME, etc.
· (example) Other applicable legislation or standards.
· (example) National Instrument 43-101 - Standards of Disclosure for Mineral Projects.
Refer to any detailed procedures for engineering/geoscience groups.


8. [bookmark: _Documentation_and_Records][bookmark: _Toc71273422][bookmark: _Toc211521012]Documentation and Records Management
[bookmark: _Toc36296628][bookmark: _Toc71273423][bookmark: _Toc380338179]In accordance with the Bylaws of Engineers and Geoscientists BC (7.3.2) and the Guide to the Standard for Retention of Project Documentation.
8.1	Introduction 
Retaining project documentation means retaining any document that is evidence of regulated practice activities, events or transactions, or is evidence that professionals have met their professional and contractual obligations, or that has been prepared and delivered for the project or work, regardless of the media used to create or store the records.
A professional must establish, maintain, and follow documented procedures for the retention and preservation of complete project documentation related to the regulated practice engaged in by the professional. Retaining complete project documentation is mandated by section 7.3.2 of the Bylaws of Engineers and Geoscientists BC and described in the Guide to the Standard for Retention of Project Documentation.
During compliance audits, auditors will be confirming that registrants are complying with [Firm]’s records management policies and procedures to ensure that complete project documentation has been retained and preserved for at least 10 years after the later of the completion of the project or 10 years when the documentation is no longer used. Documentation must be readily accessible and/or retrievable.
[bookmark: _Toc36296629][bookmark: _Toc71273424]8.2	Purpose
Retaining complete and easily retrievable documentation is critical to professional practice and helps professionals demonstrate that they are holding public safety paramount and serving the public interest as required by the Professional Governance Act and Code of Ethics.
Documentation or records, such as correspondence, email, minutes of meeting, reports, drawings, specifications, test reports, input data, and other records, may also:
Provide accurate records of the basis for engineering and geoscience work and decision-making.
Allow another qualified professional engineer, professional geoscientist, professional licensee engineering, or professional licensee geoscience, unfamiliar with the work or service, to review the file and effectively carry on with the work.
Facilitate well-run projects or work that meet objectives and professional standards.
Allow a firm to demonstrate that it, and its professionals, have met required professional standards.
Be useful in resolving issues and defending claims.
Meet legal and regulatory requirements.
This section describes how project documents and records will be retained by [Firm]’s engineers and geoscientists.
[bookmark: _Toc36296630][bookmark: _Toc71273425]8.3	Policy
Records will be managed in accordance with Bylaws of Engineers and Geoscientists BC (7.3.2(3)).
All [Firm]’s records will be classified and retained in the [records management system].
Records will be preserved and retained for the longer of 10 years after the end of a project or 10 years after the records is no longer in use [can be changed to show a longer retention period or permanent retention for all or some records, this includes indefinite retention].
Documents and records must be filed and stored [electronically in a standard directory structure or physical documents in a standard folder structure or a combination of electronic and physical document with a standard structure clearly showing which files are stored in each medium] when the project or work is active to allow for easy filing, retrieval, and shared access by those involved.
Electronic records will be backed up [at least daily if not automatically synchronized] and stored securely [offsite].
[bookmark: _8.4_Guiding_Principles][bookmark: _Toc71273426]8.4	Guiding Principles for Detailed Practice Area Procedures
This high-level procedure applies across [Firm] and will inform any detailed procedures, if required, for use of professional practice guidelines in each division, department, or practice area, [use the firm’s terminology and only what is applicable to the firm, e.g., electronic versus physical document, etc.].
8.4.1	Document and Record Life Cycle
The flowchart is a generic and basic example of the document and record life cycle. The guiding principles for a documents and records control procedure included here follow this flow. Firms may have a more complex process.





8.4.2 Guiding Principles for Document and Records Management
8.4.2.1	Setting up Project Filing
a) Request or confirm the project number or other identifier. 
b) Set up a project directory on the server and, if used, a file drawer (or other system as appropriate).
c) Depending on the medium used, set up the standard project directory structure in the project directory and/or set up physical document folders using the standard folder structure.
8.4.2.2	Preparing Documents
a) Use [Firm]’s document standards for consistent, professional appearance.
b) Use standard templates and forms, where available.
c) Use validated and approved software and media for creating and maintaining documents.
d) Use standard file naming conventions to save document files.
e) Include document identifiers (project name, project number, filename, file directory) in the document, as appropriate, or in document properties or metadata stored with each electronic file.
f) Include project name, project number and topic in the subject line of project or work-related e-mail containing information that must be retained.
g) Review, spellcheck, and check documents to confirm they are correct, complete, and ready to issue.
h) Check and review deliverables, as required. Refer to the Checking Engineering and Geoscience Work section of this PPMP.
8.4.2.3	Filing Documents
a) Documents must be filed in their appropriate directory OR file folder in the standard project file structure.
b) File all project or work e-mail messages that must be retained in the appropriate folder of their related project or work file structure. Email may be filed in any of several ways so that email records are with the retained project records by the time of closeout [Select all that apply]:
c) Saved to the project filing folder when sent or received.
· Stored in a project-labelled “Personal Folder” or similar throughout the project and moved at closeout.
· Periodically, converted and saved to a portfolio PDF and saved to the project filing folder.
· Printed and saved to physical document project files.
· Other means to assure that project records retained at closeout include email records (provide detail).
d) File issued electronic documents in PDF/A exactly as issued. (PDF/A is not a requirement, however is a recommended best practice. PDF/A is an ISO-standardized version of the Portable Document Format (PDF) specialized for use in the archiving and long-term preservation of electronic documents.)
e) Set up a check-in/check-out system wherever multiple users have access to working documents.
f) Train users and document managers on how to file and store documents.
8.4.2.4	Revising Documents
a) Include a revision record (indicating revision number, or letter, and date), what was revised and by whom, on documents where version control is required (drawings, reports, etc.).
b) Clearly identify what was revised for documents subject to version control.
c) Create and/or use a standard checking process for all revisions.
d) Train users on document revision procedures.
8.4.2.5	Issuing Documents
a) Include an issue record, indicating purpose for issuing and when issued, on documents where version control is required (drawings, reports, etc.). The revision and issue records may be combined into one record. (Consider whether separate procedures are required for documents internally vs. externally).
b) When issuing electronic documents, provide and retain the file in PDF/A exactly as issued. (PDF/A is not a requirement, however is a recommended best practice. Depending on the electronic deliverable other methods of retaining a secure copy may be more appropriate)
c) Document what form of transmittal/record of issuance (form, e-mail or other) will be retained as a record of what was sent to whom and when.
d) Create an audit trail to record who receives which document revisions and when.
e) Make sure the most recent or current revisions of documents are issued to those who require them.
f) Train users and document managers on how to issue documents.


8.4.2.6	Receiving Documents
a) Determine whether the document is a record to be retained or a document that is kept for convenience until no longer needed.
b) Store documents in the project file to record when documents are received.
c) If receiving physical documents, code and file in physical document project file structure, OR scan, name and file in electronic file structure, OR code and store in the physical document file. (Select applicable method/provide detail).
d) If receiving electronic documents, name as appropriate, or leave with originator’s file name and file in electronic file structure OR print and file in the physical document system. (Select applicable method/provide detail).
e) As needed, set up a standard distribution indicating expectation of those receiving the document (e.g., approve, action by, information only, etc.).
f) As needed, record actions taken based on received documents.
g) Train users and document managers on procedures for documents they receive.
8.4.2.7	Archiving Records
a) If not already developed, create a records management system that specifies the required retention period and media for retention of various categories of records.
b) Specify how the integrity of the archived records is protected (e.g., separate, read-only directory).
c) Remove non-records and ‘convenience-copies’ from files.
d) For physical records, group, label, and log records with their date of destruction (as appropriate).
e) Indicate media and location (onsite, offsite, cloud, etc.) for archiving and storing electronic files (separate server, cloud drive, etc.).
f) On project closeout (or at predefined intervals), transfer records to their storage medium and location.
g) Secure access as read-only to prevent inadvertent alteration of records (document how this is achieved).
h) For physical documents, document for storage with environmental controls to preserve records (protection from moisture, fire, etc.).
i) Limit access to confidential and personal information.
j) Provide or arrange for storage with environmental controls to preserve records (protection from moisture, fire, etc.).
k) Migrate records to current media or maintain hardware and software able to access them for the duration of their retention period.
l) Train document managers about archiving and storage procedures.
m) Document archive retention e.g., retain records for a minimum of 10 years after project closeout.
n) [State if electronic file and email backup is different from that stated above  and describe].
o) [Include description of process for searching for archived records].
p) [Describe process for retaining project documentation and records for those who cease to be employed by or under contract to the firm].
8.4.2.8	Destroying Records
Unless records are permanently retained:
a) Destroy all records that have met all retention requirements and that are not under a legal hold for pending litigation or a regulatory requirement.
b) Keep a record of what was destroyed, when, and by whom.
[bookmark: _Toc71273427]8.5	References
Refer to any detailed procedures for engineering/geoscience groups.


9. [bookmark: _Checking_Engineering_and][bookmark: _Toc71273428][bookmark: _Toc211521013]Checking Engineering and Geoscience Work
[bookmark: _Toc36296634][bookmark: _Toc71273429]In accordance with the Bylaws of Engineers and Geoscientists BC (7.3.4) and the Guide to the Standard for Documented Checks of Engineering and Geoscience Work.
9.1	Introduction
Checking is a documented quality control process to confirm that the engineering or geoscience work is complete, correct, meets all input requirements, and is suited for its intended use or purpose. Checks, as defined by Engineers and Geoscientists BC, encompass all the various checks that occur or ought to occur throughout the development, presentation, production, and performance of any professional engineering or professional geoscience work in any sector.
Prior to checking, a risk assessment must be completed to determine the extent of checking required and whether an independent review is required; refer to section titled Independent Review of High-Risk Professional Activities or Work of this PPMP.
Depending on the risk, checking may be carried out by a qualified individual independent of, or associated with, the work being checked, or by the professional, who prepared the work. Checking engineering and geoscience work is mandated by section 7.3.4 of the Bylaws of Engineers and Geoscientists BC and described in the Engineers and Geoscientists BC Guide to the Standard for Documented Checks of Engineering and Geoscience Work.
Where work involves structural design, refer to the section titled Independent Review of Structural Designs of this PPMP.
During compliance audits, auditors will be confirming professionals are carrying out documented checks of engineering and geoscience work using a documented process appropriate to the risk associated with the work and retaining records of those checks according to the procedures below.
[bookmark: _Toc36296635][bookmark: _Toc71273430]9.2	Purpose
Professionals are required to have documented checks of their engineering and geoscience work conducted, using a written quality control process that is appropriate to the level of risk associated with the work. Checks are used by professionals to confirm that work they have prepared meets all input requirements and is suitable for its intended purpose.
This section describes how checks of professional engineering or geoscience work will be carried out and documented.
[bookmark: _Toc36296636][bookmark: _Toc71273431]9.3	Policy
Documented checks must be carried out to confirm that the work is complete, correct, meets all input requirements and is suitable for its intended purpose. The professional of record is responsible for carrying out, or arranging to have carried out, the required checks of professional engineering and/or geoscience work.
Those preparing professional engineering or geoscience work are required to check their own work before providing it to others for review and not rely solely on the checker(s) to find errors and omissions.
Self-checking as the only check for professional engineering and/or geoscience work, prior to issuance, will not be allowed when: 
a) The work is complex or innovative.
b) A risk assessment determines additional checking is appropriate.
c) The required standard of care would suggest an independent check is required.
d) Applicable professional practice guidelines or practice advisories recommend or require independent checking.
e) The work involves structural designs that require an independent review.
f) The work involves high-risk professional activities that require an independent review.
[This is optional if self-checking is allowed, revise to add parameters for when allowed or not allowed.]
[bookmark: _Toc71273432]9.4	Guiding Principles for Detailed Practice Area Procedures
This high-level procedure applies across [Firm] and will inform the detailed procedures for checking professional engineering and/or geoscience work in each practice area/division/department.
9.4.1	Before proceeding with the work
a) Assess the capability required to confirm that professionals qualified to perform the work are available. Only proceed with work, where qualified professionals are available.
b) Complete a documented risk assessment (refer to risk assessment process and template internally or use/adapt the Documented Risk Assessment Template in the appendices) and use it to determine the extent and levels of checking. The risk assessment must be retained as per the Documentation and Records Management Procedures section of this PPMP.
c) Determine if self-checking is appropriate, if not, identify qualified checker(s) to carry out the required checks.
d) Include enough time for all checks in the project plan and budget.
e) Identify, confirm, and document all input requirements including applicable Engineers and Geoscientists BC's professional practice guidelines and practice advisories, and use for the work and required checks.
f) Identify, receive, or collect and check all input data to confirm it is complete, correct, current and suitable before using it in any design or development work.
g) Validate spreadsheets and software before using them in analysis or calculations. (Explain process) (validation of commercial engineering/geoscience software is often done centrally for a firm prior to it being installed on users computers, these validations should be documented and available to users and auditors).
h) Document checks of spreadsheet and software output using random hand calculations, site measures, seasoned reviews of the output or other means suitable to the work being undertaken (explain process).
i) Plan when, how, by whom, and to what extent checks will occur during the work.
j) Plan for independent review of activities or work assessed as high-risk or that involves structural design.
9.4.2	During the work
a) Check all work, including calculations, as planned.
b) Always self-check work before submitting to others for checking.
c) Arrange for or review all final design or development work to confirm that it is complete, meets all input requirements, and is suitable for its intended purpose.
d) When checking or reviewing one discipline or practice area in a document that includes other disciplines or practice areas, qualify the check or review to indicate what the review covers.
9.4.3	After the work
a) Have all deliverables and professional documents, such as drawings, specifications, and reports checked to confirm that they are correct, complete, and consistent.
b) Review, authenticate (seal) and have the Permit to Practice number applied to all professional documents before they are delivered to others who will rely on them.

[Firm] requires checks to be documented using the following process/procedure (This can be at a global level or it can be required at the department or operating unit level. Best practice would be to have a global method, that is to be used by default unless a department or operating unit has a specific policy/procedure/standard checking record.)
9.4.4	Checks (including self-checks) MUST be documented. At a minimum, the checking record must include:
a) Who conducted the check,
b) When the check was conducted,
c) What was checked,
d) Any issues identified (or no issues identified), and
e) Actions and/or procedures carried out to address issues identified in the checking process.
Identify the method for recording checks, it could be a standard form, checking ledger, recording the required information on a checking copy of the document, etc. This should be developed to be an in-process function suited to the type of work being done. The process may be different depending on what is being checked, e.g., calculation checking record may vary from a report checking record or input data checking record.
Where speciality engineered components have been integrated into the design, the engineer of record must obtain authenticated copies of the documents and retain as a record.
If the work induces loads onto a structure, have structural aspects of other disciplines been considered (mechanical, architectural, plumbing, fire, electrical etc.)? [Include statement].
[bookmark: _Toc71273433]9.5	References
Refer to any detailed procedures for engineering/geoscience groups.


10. [bookmark: _Independent_Review_of_1][bookmark: _Toc71273434][bookmark: _Toc211521014]Independent Review of Structural Designs
[bookmark: _Toc36296641][bookmark: _Toc71273435][bookmark: _Toc380338186]In accordance with the Bylaws of Engineers and Geoscientists BC (7.3.5) and the Guide to the Standard for Documented Independent Review of Structural Designs.
Structure is defined in the Engineers and Geoscientists BC Bylaws as “a series of connected, interrelated elements that form a system that provides adequate rigidity and can resist a series of external load effects applied to it, including its own weight. Structures can be temporary or permanent, and include but are not limited to buildings, retaining walls, signage, support towers, bridges, dams, and tunnels. Structures can consist of individual components or integrated systems within a larger structural, mechanical, or electrical framework.” If the firm does not participate in structural design, keep this section but only leave the following text:
[Firm] does not perform structural design. However, if in the future [Firm] engages in any structural design, [Firm] commits that it will be carried out in accordance with the Standards of Competence - Quality Management Requirements Section 7.3 in the Bylaws of Engineers and Geoscientists BC and specifically under section 7.3.5 Standard for Independent Review(s) of Structural Design and this PPMP will be updated to reflect this change.
If the firm does not participate in structural design, however the work results in structural loads that need to be considered, the recommendation is to keep this section but only complete the following text:
[Firm] does not perform structural design, however in instances that [Firm] provides design deliverables that either specify structural loads or result in structural loads being applied to an item to be constructed, the following procedure describes how evidence is maintained that the resulting responsibility for independent review of structural designs is successfully transferred to a structural engineer registered with Engineers and Geoscientists BC:
(Insert details of procedure).
10.1	Introduction
Independent review of structural design is a documented evaluation of the design concept, details, and documentation, based on a qualitative examination of the substantially complete structural design documents that occurs before those documents are issued for construction.
The independent reviewer must be a professional engineer or professional licensee engineering with appropriate qualifications and experience involving the type of structure being reviewed. The level of experience required for a specific structure will depend on the risk and complexity of the structure. The independent reviewer's experience must be sufficient to critique concepts and identify deficiencies in structures with complexity equal to or greater than the structure being reviewed. Having a minimum of six years of experience with a particular structural system is considered to be appropriate to act as an independent reviewer.
Independent reviews are mandated for virtually all structural designs carried out in BC by section 7.3.5 in the Bylaws of Engineers and Geoscientists BC and described in the Engineers and Geoscientists BC’s Guide to the Standard for Documented Independent Review of Structural Designs.
During compliance audits, auditors will be confirming that professionals who are carrying out structural design are arranging to have documented independent reviews carried out for structural designs they prepare or directly supervise, and that appropriate records documenting the reviews are being retained.
The exceptions for single family or two-family homes have been excluded as it is unlikely this would apply to very large or public sector firms.


[bookmark: _Toc36296642][bookmark: _Toc71273436]10.2	Purpose
Independent reviews are carried out because virtually all structural designs present some risk to the public. The independent review provides an objective, independent reassessment of the adequacy of the structural design approach, execution, and documentation, to reduce the potential for severe consequences from a structural failure that could harm to the public.
This section describes how independent review of structural designs will be carried out and documented at [Firm].
[bookmark: _Toc36296643][bookmark: _Toc71273437]10.3	Policy
Independent reviews of structural designs must be carried out for all structural designs, including permanent or temporary structures related to construction before the related drawings are issued for construction or maintenance.
Risk assessments must be conducted to confirm the level and extent of independent review required. The independent review will either be a:
Type 1 Independent Review - carried out by an appropriately qualified and experienced Professional Registrant who was not involved in preparing the design but may be employed at the same firm as the professional of record who is responsible for the design. 
Type 2 Independent Review - carried out by an appropriately qualified and experienced Professional Registrant who was not involved in preparing the design and is not employed at the same firm as the professional of record who is responsible for the design.
Where [Firm] does not have experience with the type and scale of structure, or the structure is innovative and complex, involves emerging technology or does not have well-defined solutions, a qualified independent reviewer will be sourced externally. Otherwise, the independent reviewer will be a qualified structural engineer or professional licensee engineering, employed by [Firm], who has not been involved in the design.
Repetitive structural designs will be independently reviewed initially and periodically to confirm their continued adequacy. (Describe procedure for determining the frequency of periodic reviews.) The initial and subsequent independent reviews must be documented and filed in a location where professionals relying on those reviews have access to them and can reference the review records.
Where the structural design of a one- or two-family dwelling is based on Part 9 of the BC Building Code, the Vancouver Building By-law, or the National Building Code of Canada, and includes a design for lateral resistance, which conforms to the prescriptive requirements in the latest edition of the Canadian Wood Council (CWC) Engineering Guide for Wood Frame Construction, an independent review of the design is not required.
[bookmark: _Toc71273438]10.4	Guiding Principles for Detailed Practice Area Procedures
Although prescriptive, this high-level procedure applies across [Firm] and will inform the detailed procedures for independent review of structural designs in each division, department or practice area [use firm’s terminology] where structural designs are prepared.
To avoid surprises later in the design evolution, arrangements should be made to have independent reviews carried out periodically throughout the design.
Arrange to have the work checked to confirm that the work and documents meet all requirements and are suitable for their intended purpose.
The final review must be based on the substantially complete structural design documents. The focus of the review should be the initial assumptions, design criteria, appropriateness of the proposed concept, and the final design solution.


10.4.1	Conduct a Documented Risk Assessment
The extent and detail of independent review of structural designs will vary depending on the:
a) Severity and likelihood of consequences a structural failure.
b) Complexity of the design or structure.
c) Use of innovative technology.
d) Departure from established practices.
e) Level of assessed risk associated with the structure.
f) Experience of the professional of record and reviewer.
10.4.2	Select an Independent Reviewer
a) Is a BC professional registrant,
b) Has appropriate experience with the type of structure being reviewed,
c) Has sufficient experience to critique concepts and identify deficiencies in structures with a complexity equal to or greater than that being reviewed,
d) If possible, has a minimum of 6 years of experience with the structural system being reviewed, and
e) Has not been involved in preparing the design.
Where [the Firm] does not have experience with the type and scale of the work, or the work is innovative and complex, involves emerging technology or does not have well-defined solutions, identify and engage a qualified external independent reviewer to carry out the independent review.
The engineer of record for the structural design must provide the following documents to the independent reviewer as appropriate:
Structural plans and supporting documents, plus plans and supporting documents of other disciplines that may be necessary to review the structural design, or as otherwise requested by the independent reviewer.
The structural specifications, plus specifications of other disciplines that may be necessary to review the structure, or as otherwise requested by the independent reviewer.
If applicable, all geotechnical reports and any follow-up documentation between the engineer of record and the geotechnical engineer.
If it is not incorporated in the drawings and specifications, a summary sheet documenting:
· The structural system and design approach, in sufficient detail to identify the lateral and vertical load resisting systems, including any special or unconventional aspects.
· Site-specific design data including climatic and seismic criteria.
· Project or work-specific design data, including seismic parameters, soil bearing capacity, lateral soil pressure, pile capacity, etc.
· Design assumptions and the relevant codes and standards.
· The design loads from use and traffic, snow, rain, wind, superimposed dead loads, and equipment.
· Any special loading conditions or performance criteria.
Structural design notes and calculations, when requested by the independent reviewer.
The engineer of record, responsible for the primary structural system, will confirm that any specialty components designed by others are in general conformance with the design of the primary structural system. The engineer designing the specialty components will be responsible for having the design for those components independently reviewed.

In the event for either structural or non-structural engineering firms, the engineer of record shall acquire evidence that any specialty structural components were designed by a qualified professional registrant.
If this verification has not been completed, does [Firm] include the specialty components in their risk assessment and carry out an Independent Review of Structural Design of the specialty components?
Does this include components such as, open web steel joists, pre-cast concrete beams and wood trusses?
The engineer of record will review the independent reviewer’s comments, address them, or provide rationale for not doing so, and retain the reviewer’s report and any follow up communication or documentation as a record in the project files.
The professional of record is responsible for ensuring independent review of structural design is completed as required. Documented evidence of the independent review should be requested from those responsible for structural design, including in-house structural engineers, external consultants, and third-party companies, etc.
10.4.3	Performing an Independent Review
The independent reviewer will carry out the independent review as follows:
a) Review the design criteria, loads, including loads imposed by components designed by other disciplines and loads from adjacent structures, and performance requirements.
b) Review geotechnical requirements and material properties.
c) Review the concept and integrity of the gravity and lateral load-resisting systems.
d) Review the continuity of load paths for both gravity and lateral loads, stability, and detailing.
e) Review the structural plans and supporting documents to determine whether they are sufficient to identify the essential components of the structural system and provide sufficient information to guide the construction of the structure.
f) Where applicable, review the integration of components into the primary structural system.
g) Evaluate documents related to the design of the structure to determine if they are complete, consistent, coordinated, and in general compliance with the appropriate codes, standards, and other requirements.
h) Where appropriate, perform design calculations on a representative sample of structural elements, to determine whether the analysis, design and detailing generally comply with the appropriate codes and standards.
i) Discuss any concerns with the engineer of record. It is the responsibility of the engineer of record to adequately resolve concerns noted in the independent review.
j) Provide and authenticate a formal record of the independent review to the engineer of record, highlighting any concerns (Refer to Appendix A Checklist and Signoff for an Independent Review of Structural Design).
k) If significant concerns are noted, request that the design be revised and resubmitted.
The engineer of record remains responsible for the structural design despite it being independently reviewed. The independent reviewer is responsible for the quality of the review.
Retained records include:
Risk Assessments
Mark-ups of drawings,
Email exchanges,
Completed Checklist and Signoff for an Independent Review of Structural Design authenticated by the independent reviewer, and/or
Record of actions taken by the engineer of record to address the independent reviewer’s comments or the rationale for not addressing a comment.
[bookmark: _Toc71273439]10.5	References
Refer to any standard operating procedures in groups or departments if needed or delete if procedure above is sufficient.
· Checklist and Signoff for an Independent Review of Structural Designs
· Guide to the Standard for Documented Independent Review of Structural Designs


11. [bookmark: _Independent_Review_of][bookmark: _Toc71273440][bookmark: _Toc211521015]Independent Review of High-Risk Professional Activities or Work
[bookmark: _Toc71273441]In accordance with the Bylaws of Engineers and Geoscientists BC (7.3.6) and the Guide to the Standard for Documented Independent Review of High-Risk Professional Activities or Work.
11.1	Introduction
Independent review of high-risk professional activities or work is a documented evaluation of the design concept, details, and documentation, based on a qualitative examination of the substantially complete documents for high-risk professional activity or work that occurs before those documents are issued to those who will rely on them, such as for construction or implementation. 
Independent review of high-risk professional activity or work must be carried out by a professional engineer, professional geoscientist, professional licensee engineering or professional licensee geoscience with appropriate experience in the type and scale of the professional activity or work subject to the documented independent review. The level of experience required for a specific high-risk professional activity or work will depend on the risk and complexity of the work. The independent reviewer's experience must be sufficient to critique concepts and identify deficiencies in professional activities or work with complexity equal to or greater than the high-risk professional activity or work being reviewed.
Independent reviews of high-risk professional activities or work are mandated by section 7.3.6 of the Bylaws of Engineers and Geoscientists BC and described in the Engineers and Geoscientists BC’s Guide to the Standard for Documented Independent Review of High-Risk Professional Activities or Work.
During compliance audits, auditors will be confirming that professionals who are carrying out high-risk activities or work are arranging to have documented independent reviews carried out for the high-risk activities or work they prepare or directly supervise, and that appropriate records documenting the reviews are being retained.
[bookmark: _Toc71273442]11.2	Purpose
Professionals have an obligation to assess the risk of work they carry out and complete their work in a manner that appropriately mitigates the risk to the public and the environment. Independent reviews are required when the professional activity or work they have assessed is deemed to be high risk because it involves the potential for severe consequences that could harm the public or damage the environment.
Professional practice guidelines may specify professional activities or work that must undergo an independent review despite not being assessed as high-risk by the professional. A professional may choose to conduct an independent review even though their work is not deemed to be high-risk.
This section describes how independent review of high-risk professional activities or work will be carried out and documented at [Firm].
[bookmark: _Toc71273443]11.3	Policy
Risk assessments will be conducted for all professional work and activities as follows:
For low-risk work, risk assessments will be carried out, documented, retained as a record, and updated annually. The initial low risk assessments and subsequent annual assessments must be filed (enter location…drive, folder, etc.) where professionals relying on those assessments have access to them and can reference them.
For medium and high-risk work assess the risk before proposing or accepting contracts. (adjust wording to suit nature of firm’s operations). The risk assessments are to be filed (enter location in project filing system).

When work is classified as high-risk or mandated by regulations or the Bylaws of Engineers and Geoscientists BC, an independent review must be carried out. [Firm] to identify global/repetitive projects appropriate to practice as identified in the Guide to the Standard for Documented Independent Review of High-Risk Professional Activities or Work.
There are two types of Independent Review:
Type 1 Independent Review - carried out by an appropriately qualified and experienced professional registrant who was not involved in preparing the design but may be employed at the same firm as the professional of record who is responsible for the design.
Type 2 Independent Review - carried out by an appropriately qualified and experienced professional registrant who was not involved in preparing the design and is not employed at the same firm as the professional of record who is responsible for the design.
(For informational purposes, the Type 1 and Type 2 Independent Review text shall remain in the PPMP.)
Before starting professional activities or work, professionals must conduct a risk assessment to determine whether the activities or work are high-risk and, if so, whether a Type 1 Independent Review or Type 2 Independent Review is required.
The extent and detail of independent review will vary depending on the:
Severity and likelihood of the consequences of failure.
Complexity of the design.
Use of innovative technology.
Departure from established practices.
Level of assessed risk.
Experience of the professional of record and reviewer.
Select an independent reviewer who:
Is a registered P.Eng., P.Geo., P.L.Eng., or P.L.Geo. in BC,
Has appropriate experience with the risk and complexity of the project being reviewed,
Has sufficient experience to critique concepts and identify deficiencies in projects with a complexity equal to or greater than that being reviewed, and
Has not been involved in preparing the design.
Where [Firm] does not have experience with the type and scale of the professional activities or work, or the work is innovative and complex, involves emerging technology or does not have well-defined solutions, a qualified independent reviewer will be sourced externally. Otherwise, the reviewer will be a qualified BC professional registrant, employed by [Firm], who has not been involved in the design.
Repetitive designs will be independently reviewed initially and periodically to confirm their continued adequacy. (Describe procedure for determining the frequency of periodic reviews.) The initial and subsequent independent reviews must be documented and filed in a location where engineers relying on those reviews have access to them and can reference the review records.
Records of risk assessments and independent reviews must be retained in project file where specific to a project, or in firm files where specific to a practice area, rather than a project.
[bookmark: _Toc71273444]11.4	Guiding Principles for Detailed Practice Area Procedures
This high-level procedure applies across the firm and will inform any more detailed procedures for assessing project risk and carrying out independent reviews of high-risk professional activities or work in each division, department or practice [use firm’s terminology].

Professionals of records must:
a) Conduct a risk assessment that considers:
· Hazards associated with the work.
· Severity and likelihood of consequences.
· Complexity of the work.
· Effect of errors or omissions on hazards during construction or implementation.
· Nature of the assumptions made during the work.
· Innovation or departure from previous practice.
· Regulations or authorities requiring independent review of the work.
b) Plan the work to allow for an independent review for work deemed high-risk due to the severity of consequences resulting from errors or omissions.
c) Identify and engage a qualified external reviewer to carry out the independent review if [Firm] does not have experience with the type and scale of the work, or the work is innovative and complex, involves emerging technology or does not have well-defined solutions.
d) Confirm the various stages, from concept to construction or implementation documents, when the work will be independently reviewed.
e) Arrange to have the work checked to confirm that the work and documents meet all requirements and are suitable for their intended purpose.
(It is recommended that a standardized risk assessment record be developed to suit the nature of the firm’s work and be referenced here or link to Appendix C Documented Risk Assessment Template.)
(Two generic examples are provided below. If either (or both) apply to the type of work done by your firm include or modify them to suit the type of work your firm carries out. If neither apply draft requirements suitable to your operations that meet the requirement of your operation and the Standards of Competence - Quality Management Requirements Section 7.3 in the Bylaws of Engineers and Geoscientists BC and specifically under section 7.3.6 Standard for Independent Review(s) of High-Risk Professional Activities or Work.
11.4.1 For Work Involving Design and Construction
The independent reviewer must:
a) Assess and document the risks to determine the extent and appropriate frequency of independent review required and record the rationale for this determination.
b) Review the design criteria, sources of risk identified in the risk assessment (including risks imposed by components designed by other disciplines and risks from external sources), and performance requirements.
c) Review statutory and regulatory requirements.
d) Review geographical and/or environmental requirements.
e) Review material properties.
f) Review appropriateness and implementation of mitigation measures.
g) Review the concept and integrity of the design.
h) Where applicable, review the integration of third-party components and artifacts into the work.
i) Examine representative samples of the assumptions in the work, components, and detailing.
j) Review supporting documents to determine whether they are sufficient to identify the essential components of the work and provide sufficient information to guide the construction or implementation.
k) Evaluate documents related to the work to ensure they are complete, consistent, coordinated and in general compliance with the appropriate codes, standards, and other requirements.
l) Perform calculations on a representative sample of components to determine whether the analysis, design and detailing generally comply with the appropriate codes, standards, and other requirements.
m) Document additional steps taken as well as steps which were deemed not applicable to the work and discuss with the professional of record.
n) Discuss any concerns with the professional of record. The professional of record must adequately resolve concerns noted in the independent review.
o) Provide a formal record of the independent review to the professional of record highlighting any concerns (see Appendix B: Checklist and Signoff for an Independent Review of High-Risk Professional Activities or Work). If significant concerns are noted, the professional of record must revise the work and resubmit the revised work for an independent review.
p) If requested, provide the record of the independent review to any authority charged with approving the work.
q) Retain and preserve the record of the independent review for a minimum of 10 years.
11.4.2	For Work Involving Assessments, Investigations, Reviews, or Reports
The independent reviewer must:
a) Determine the extent of review required and record the rationale for this determination.
b) Review hazards identified in the risk assessment (including risks imposed by the work of other professionals and risks from external sources).
c) Review the context or situation, available data, and performance criteria for the work.
d) Where applicable, review geographical and/or environmental requirements and conditions.
e) Where applicable, review test/experimental procedures and results.
f) Where applicable, review the integration of third-party components and artifacts into the work.
g) Review appropriateness and implementation of mitigation measures.
h) Review the assumptions made by the professional of Record for the work.
i) Review the concept and integrity of the result of the work.
j) Review supporting documents to determine whether they are sufficient to identify the result of the work, and, where applicable, provide sufficient information to guide the construction or implementation.
k) Review statutory and regulatory requirements.
l) Evaluate documents related to the work to ensure they are complete, consistent, coordinated and in general compliance with the appropriate codes, standards, and other requirements.
m) Document additional steps taken as well as steps which were deemed not applicable to the work and discuss with the professional of record.
n) Discuss any concerns with the professional of record. The professional of record must adequately resolve concerns noted in the independent review.
o) Provide a formal record of the independent review to the professional of record highlighting any concerns (see Appendix B: Checklist and Signoff for an Independent Review of High-Risk Professional Activities or Work). If significant concerns are noted, the professional of record must revise the work and resubmit it for an independent review.
p) The independent reviewer must provide the review record to any authority charged with approving the work upon request.
q) Retain and preserve the record of the independent review for a minimum of 10 years.


The professional of record remains responsible for the high-risk professional activities or work despite it being independently reviewed. The independent reviewer is responsible for the quality of the review.
Retained records include:
· Risk Assessments,
· Mark-ups of drawings,
· Email exchanges,
· Completed Checklist and Signoff for an Independent Review of High-Risk Professional Activities or Work authenticated by the independent reviewer, and/or
· Record of actions taken by the profession of record to address the independent reviewer’s comments or the rationale for not addressing a comment.
[bookmark: _Toc71273445]11.5	References
Refer to any standard operating procedures in groups or departments if needed or delete if procedure above is sufficient.
· Checklist and Signoff for an Independent Review of High-Risk Professional Activities or Work [add link and include form in Appendix]
· Guide to the Standard for Documented Independent Review of High-Risk Professional Activities or Work


12. [bookmark: _Toc71273446][bookmark: _Toc211521016]Authenticating Documents
[bookmark: _Toc36296648][bookmark: _Toc71273447][bookmark: _Toc380338189]In accordance with the Bylaws of Engineers and Geoscientists BC (7.3.7) and the Guide to the Standard for the Authentication of Documents.
12.1	Introduction
Section 7.3.7 of the Bylaws of Engineers and Geoscientists BC mandates that professionals authenticate documents containing information related to regulated practice, that they prepare or are prepared under their direct supervision, before those documents are delivered to others who will rely on the information contained in them. This professional obligation is further described in the Engineers and Geoscientists BC’s Guide to the Standard for the Authentication of Documents.
Section 7.3.7 of the Bylaws of Engineers and Geoscientists BC also mandates that all authenticated documents display the registrant firm’s Permit to Practice number. To satisfy the requirements set out in this Bylaw, only a Responsible Registrant or those authorized within this PPMP may apply [Firm’s] Permit to Practice number to a document. Professionals authenticating a document are responsible for confirming that all the quality management requirements have been met prior to authenticating the document.
The seal may be a manual seal which is an ink stamp, or a digital image of a seal accompanied by an approved digital certificate. A document is authenticated when the manual seal is applied, signed, and dated with the date the seal is applied, by the professional whose name is on the seal, or when the approved digital certificate is applied to the digital version of the seal, by the professional whose name is on the seal.
During compliance audits, auditors will be confirming policies and procedures for the appropriate authentication of professional documents are being adhered to and that all professional documents are being appropriately authenticated prior to them being delivered to parties who will be relying upon them.
[bookmark: _Toc36296649][bookmark: _Toc71273448]12.2	Purpose
The Engineers and Geoscientists BC seal is used to authenticate documents related to regulated practice. When signed and dated, or when an approved digital certificate is applied, a professional’s seal indicates to the user of the document that the document has been prepared and delivered in the professional capacity of, or directly supervised by, a qualified professional, who is taking responsibility for the contents of the document for it’s intended use.
The professional’s seal indicates that the document has not been altered, and that it contains the original information for which the professional accepted responsibility. The seal is a mark of reliance, an indication that others can rely on the fact that the opinions, judgments, or designs in the sealed documents were provided by a professional held to high standards of knowledge, skill, and ethical conduct. It is not a warranty.
The application of the Permit to Practice number is a confirmation that all permit to practice requirements have been met.
Whether or not professionals authenticate documents they prepare or directly supervise, they are professionally responsible for the content. However, if they issue an unauthenticated professional document to others who will be relying on the engineering or geoscience content, they will be in breach of the Bylaws of Engineers and Geoscientists BC.
This section describes how professional documents will be authenticated at [Firm].
[bookmark: _Toc36296650][bookmark: _Toc71273449]12.3	Policy
Any professional document that a professional engineer and/or geoscientist prepares or directly supervises must be authenticated before it is issued to others who will rely on its engineering and/or geoscience content.
[Firm]’s Permit to Practice number must appear on all authenticated documents. Only the Responsible Registrant(s) and those authorized within this PPMP may apply [Firm]’s Permit to Practice number to a document. (If applicable, in this section, provide a list of individuals or positions who have permission to apply the firm’s Permit to Practice number, clearly indicating who is and is not authorized to apply the Permit to Practice number) (non-registrant individuals employed by or under contract with the firm may be included in this authorization, keeping in mind that only registrants are allowed to authenticate documents).
[bookmark: _Toc71273450][Firm]’s Permit to Practice number must appear on all authenticated documents. All individuals authenticating documents to which the firm’s Permit to Practice number will be affixed, must be listed on the firm’s roster provided to Engineers and Geoscientists BC.
The manual seal and any digital certificates must remain secure and, in the care and control of the professional registrant to whom it was issued and may only be signed and dated, or digitally certified, by that individual.
12.4	Guiding Principles for Detailed Practice Area Procedures
This high-level procedure applies across the firm and will inform any more detailed procedures for authenticating documents in each division, department or practice [use firm’s terminology].
Professionals of Record must:
a) Maintain the care and control of their professional seal.

b) Review all professional documents to the extent they deem necessary to take professional responsibility for the engineering/geoscience content.

c) Confirm that all the quality management requirements of this PPMP have been met and that the Permit to Practice number is included on all authenticated documents.

d) Decide when and whether a professional document is ready to be authenticated.

e) Use a signed and dated manual seal or apply a digital seal with digital certification approved by Engineers and Geoscientists BC to authenticate all professional documents that they prepare or directly supervise before those documents are delivered to others who will rely on them. (edit this bullet-point to document what seal is used i.e. manual or digital)
f) For manual seals, the date displayed must be the actual date the seal was applied.
g) For digital seals, the digital certificate must include the date the document was authenticated. (Refer to the Guide to the Standard for the Authentication of Documents for legal requirements of digital seals).
h) Authenticate all professional documents that:
· have been prepared in their professional capacity or have been prepared under their direct supervision,
· contain content related to the regulated practice, and
· will be relied on by others.
i) Authenticate all record drawings that contain changes to the engineering/geoscience content not previously issued in an authenticated document.
j) If authenticating record drawings that include information provided by others not under the professional’s direct supervision, the following declaration must be included on the drawing:
“The seal and signature of the undersigned on this drawing certifies that the design information contained in these drawings accurately reflects the original design and the material design changes made during construction that were brought to the undersigned’s attention. These drawings are intended to incorporate addenda, change orders, and other material design changes, but not necessarily all site instructions.
The undersigned does not warrant or guarantee, nor accept any responsibility for the accuracy or completeness of the as-constructed information supplied by others contained in these drawings, but does, by sealing and signing, certify that the as-constructed information, if accurate and complete, provides an as-constructed system which substantially complies in all material respects with the original design intent.”
If the above text is modified in any way or if [Firm] develops its own statement, it is recommended to submit for independent legal review.
k) Follow up with an appropriately authenticated document, if email correspondence contains professional engineering or geoscience advice, or decisions issued in a professional capacity.
l) Retain a record copy of all authenticated documents in the project file for a minimum of ten years. (clearly define the format of the record copies e.g., originally authenticated documents, photocopies or scans of authenticated documents, or digitally authenticated and certified PDF files. [choose appropriate ones for firm].)
m) Ensure that documents containing multiple disciplines will be authenticated by the professional registrant accepting professional responsibility for each area of practice.
[Firm] must have a procedure in place for the following circumstances where applicable:
Actions taken when asked for a copy of an authenticated original document. (Please refer to the Guide to the Standard for the Authentication of Documents, section 3.2.2.5 Copies of Originally Authenticated Documents).
Options for providing computer aided drafting and design (CADD) files to a client. (Please refer to the Guide to the Standard for the Authentication of Documents, section 3.2.2.5 Copies of Originally Authenticated Documents, and to Practice Advisor FAQs page in our website, section “Sealing Documents“, question # 7. Can I digitally seal a document that is not a PDF?)
What to consider when professional documents require translation. (Please refer to the Guide to the Standard for the Authentication of Documents, section 3.4.6 Translated Documents).
[bookmark: _Toc71273451]12.5	References
Refer to any detailed procedures for engineering/geoscience groups.


13. [bookmark: _Toc71273452][bookmark: _Toc211521017]Direct Supervision
[bookmark: _Toc36296655][bookmark: _Toc71273453][bookmark: _Toc380338192][bookmark: _Toc380338193]In accordance with the Bylaws of Engineers and Geoscientists BC (7.3.8) and the Guide to the Standard for Direct Supervision.
13.1	Introduction
As required by section 7.3.8 of the Bylaws of Engineers and Geoscientists BC, professionals must meet the requirement of Direct Supervision in all areas of regulated practice where there is delegation to subordinates. This professional obligation is further described in the Engineers and Geoscientists BC’s Guide to the Standard for Direct Supervision.
Delegating means to undertake certain activities, work, or decisions related to the regulated practice on behalf of a professional who takes professional responsibility for the work of the subordinate. To directly supervise work delegated to a subordinate means to control and conduct the activities, work, or decisions related to the regulated practice that have been delegated to a subordinate. A subordinate may be any individual who engages in the regulated practice under the direct supervision of a professional. Typically, these individuals are engineers or geoscientists -in-training, technologists, another non-professional or less experienced professionals.
During compliance audits, auditors will be confirming professionals are directly supervising any engineering and/or geoscience work that they delegate to subordinates who are non-professionals or professionals whose level of experience is insufficient for the activity or work.
[bookmark: _Toc36296656][bookmark: _Toc71273454]13.2	Purpose
When professionals authenticate documents or otherwise take professional responsibility for professional engineering or geoscience work, they are exposing themselves to personal liability for the work. When they delegate engineering or geoscience work, they remain responsible for that work. Adequate and appropriate direct supervision mitigates their risk and ensures that professionals retain appropriate control of that work. Direct supervision also allows more experienced professionals to assist in the professional development of those less experienced.
This section describes the delegation and direct supervision of engineering and geoscience work at [Firm].
[bookmark: _Toc36296657][bookmark: _Toc71273455]13.3	Policy
Professionals must directly supervise any engineering or geoscience work that they delegate to a subordinate. When doing so, professionals must retain appropriate control of and take professional responsibility for that work.
A subordinate may be a trainee (Engineer in Training/EIT or Geoscientist in Training/GIT), technologist, a non-professional, or a less experienced professional to whom a professional delegates engineering or geoscience work.
[bookmark: _Toc71273456]13.4	Guiding Principles for Detailed Practice Area Procedures
This high-level procedure applies across the firm and will inform any more detailed procedures for direct supervision in each division, department or practice [use firm’s terminology].
To delegate work to a subordinate, the professional of record will:
a) Assess the work that may be delegated to confirm the knowledge, experience and capabilities required, and any tools or resources (e.g., standards, codes, etc.) that can be used to successfully implement the work.
b) Assess the subordinates to confirm that they have the required knowledge, capability and experience and to identify any gaps that must be addressed.
c) Make required tools and resources available and address any gaps in them, including identifying subject matter experts to be consulted during the work.
d) Address gaps in the subordinate’s knowledge, skills and experience by setting up a monitored learning experience.
e) Establish the subordinate’s scope of work, duties, responsibilities, authorities, and limits on acting alone.
f) Create a plan defining when and how the subordinate’s work will be reviewed.
g) Document the work delegated to the subordinate and communicate the scope of work, duties, responsibilities, authorities, limits on acting alone, and the timing and process for required reviews.
h) Be available to answer questions.
i) Be involved in all engineering or geoscience decisions.
j) Review the subordinate’s work, as planned.
k) Retain documentation to demonstrate that professional reviews of the subordinate’s work took place.
[bookmark: _Toc71273457]13.5	References
Refer to any detailed procedures for engineering/geoscience groups.


14. [bookmark: _Toc71273458][bookmark: _Toc211521018]Field Reviews
[bookmark: _Toc36296662][bookmark: _Toc71273459][bookmark: _Toc380338195]In accordance with the Bylaws of Engineers and Geoscientists (7.3.3) and the Guide to the Standard for Documented Field Reviews During Implementation or Construction.
If the firm’s professional practice does not perform field reviews, the field review requirements may not apply. In this case, this section should be a clear concise explanation of the firm’s operations and an explanation of why field reviews do not apply. Registrants (individuals and firms) cannot simply choose to not conduct field reviews or have the client dictate to them that field reviews are not required. In addition to the explanation, the following statement should be included:
If at anytime in the future any professional work will be conducted by [Firm] that requires field reviews as per Standards of Competence - Quality Management Requirements Section 7.3 in the Bylaws of Engineers and Geoscientists BC and specifically under section 7.3.3 Standard for Documented Field Reviews this PPMP will be updated to reflect this change.
14.1	Introduction
Field reviews are a professional obligation mandated in section 7.3.3 of the Bylaws of Engineers and Geoscientists BC and further described in the Engineers and Geoscientists BC’s Guide to the Standard for Documented Field Reviews During Implementation or Construction.
Field reviews must be completed during construction, manufacturing, fabrication, implementation, testing, or commissioning of work related to the regulated practice by a professional, or a subordinate under the professional’s direct supervision, in a manner that is appropriate to the level of risk that has been assessed through a documented risk assessment. A field review does not refer to data gathered in the field (design input).
Field reviews are used to determine whether the construction, manufacturing, fabrication, implementation, testing, or commissioning of work related to the regulated practice substantially complies with the concepts or intent reflected in the documents prepared for the work related to the regulated practice.
The following activities are also considered as field review tasks: testing, reviewing test results, inspecting operations, reviewing quality control processes, or carrying out other actions to confirm that the implementation meets the professional engineering concepts or intent reflected in the documents prepared for the work.
Decisions about the number and extent of field reviews must always remain at the professional’s discretion. Consequently, professionals may not, in their agreements with employers, clients, owners, or anyone else, agree in advance to limit the number or extent of field reviews. Professionals can provide estimates of the number of anticipated field reviews or the costs per field review to employers, clients, or owners. The professional must always have the discretion to increase the number or extent of reviews should circumstances warrant it.
Where possible, the professional of record responsible for preparing documents developed for implementation or construction should be responsible for field reviews.
Field reviews are a professional practice and are not the same as site or quality control inspections carried out by an owner’s representative to confirm that the owner’s requirements or contractual obligations have been met.
[bookmark: _Toc36296663][bookmark: _Toc71273460]14.2	Purpose
Field reviews are periodic reviews conducted at the site of the implementation or construction of professional engineering or professional geoscience work, that professionals in their professional discretion consider necessary to ascertain whether the implementation or construction of work substantially complies in all material respects with professional engineering or professional geoscience concepts, or intent reflected in the documents prepared for such work.
Field reviews also help professionals keep employers, clients, owners and other relevant professionals informed about the quality of the implementation or construction work as it pertains to compliance with the documents prepared for the work.
This section describes how field reviews during construction or implementation will be carried out at [Firm].
[bookmark: _Toc36296664][bookmark: _Toc71273461]14.3	Policy
[bookmark: _Toc380338196][bookmark: _Toc36296665]Professionals of record for a discipline or practice area must carry out or directly supervise field reviews during construction, manufacturing, fabrication, implementation, testing, or commissioning [select as appropriate and/or add actives as appropriate] of professional engineering or geoscience work that they have prepared or directly supervised. This is the most common and preferred practice in industry, as it is not only in the best interests of clients, owners, or employers but also best reflects the intent of the Bylaws of Engineers and Geoscientists BC.
Field reviews determine whether the construction, manufacturing, fabrication, implementation, testing, or commissioning of engineering or geoscience work [select as appropriate and/or add actives as appropriate] substantially complies with the documents prepared for the work.
Based on the nature of work performed, it [is/is not] typical practice for [Firm] to conduct field reviews at a manufacturers or fabricators location.
Field reviews must be completed in a manner that is appropriate to the level of risk assessed through a documented risk assessment [refer to risk assessment process and template internally or use/adapt the Documented Risk Assessment template in the appendices].
Where a project has multiple professionals of record, a coordinating professional may be assigned to coordinate the activities of the various professionals of record for the project.
[bookmark: _Toc71273462]14.4	Guiding Principles for Detailed Practice Area Procedures
This high-level procedure applies across the firm and will inform any more detailed procedures for field reviews in each division, department or practice [use firm’s terminology].
The timing of field reviews must take into consideration and reflect the following:
a) The number of field reviews that are deemed necessary, based on a professional exercising reasonable professional judgment, to ascertain whether the implementation or construction of work substantially complies in all material respects with the professional engineering or geoscience concepts, or intent reflected in the documents prepared for the work.
b) The level and nature of risk, complexity, unknown conditions, and duration of the implementation or construction.
c) The standard of practice for the type and nature of work to be reviewed.
d) The requirements of related Engineers and Geoscientists BC professional practice guidelines and/or practice advisories.
e) The legislation, codes, standards, or other regulatory requirements that may be relevant and applicable to the nature of the field review to be carried out.
f) The level of detail provided in the documentation prepared for the project or work.
g) The experience, reputation, and method of selection (i.e., public tender, prequalified bidders, or negotiated) of those implementing or constructing the work.
h) The number of deficiencies found early in the project or work.
i) The experience of the professional of record.
j) Supervised personnel responsible for carrying out field reviews must be identified in [form assigned to collect data from field]. Additionally, [Firm] must identify when it is appropriate for the professional of record to carry out the review.
k) If circumstances exist where a client does not engage with [Firm]’s professional of record to conduct field reviews, there must be a policy or procedure in place to document such events. Provide further detail if this is relevant to [Firm].
l) Field reviews must be completed in a manner that is appropriate to the level of risk assessed through a documented risk assessment [provide detail].
m) Are standard forms or templates used to suit the work [provide detail - Field Review Report Template in appendices for reference/modification]?
14.4.1	For Construction
14.4.1.1 The professional of record will:
a) Assess and record the nature and risk of the engineering or geoscience work involved, and the complexity of the engineering or geoscience services to be completed, during the construction phase.
b) Determine the number, timing and focus of field reviews required to meet the standard of care for the work and adjust the extent of reviews as needed during construction.
c) Determine whether field reviews are suitable for delegation and determine whether qualified subordinates are available. 
d) Based on the risk assessment, document and agree on the extent and scope of required field reviews, including any requirements for testing or surveying.
e) Communicate to the contractor or party responsible for the construction before construction begins the specific aspects of construction activities that must be reviewed and requirements for providing notice of when they will be ready to observe, test or survey.
f) Provide direction about the required efforts, reporting detail, specific aspects of construction activities to be observed, tested or surveyed, and limits of acting alone, where field reviews will be delegated to a subordinate.
g) Prepare and authenticate any required certificates or letters of assurance. [Does the firm perform this task?]
14.4.1.2 The field reviewer will:
a) Carry out field reviews as required and planned.
b) If any equipment is used during the field review, ensure the equipment is maintained and calibrated as per the manufacturer’s recommendations, and maintain a record of the maintenance and calibrations.
c) If not the professional of record, as directed by the professional of record, adjust the extent of field reviews required based on the number of issues observed.
d) Document all field reviews, including date, time, location, work reviewed, observations and directions given.
e) Where critical work is or will be covered before it can be reviewed, require that it be uncovered or require photos, as appropriate.
f) Where appropriate, take photographs or videos to capture and document observations made during field reviews and create an audit trail for any photographic or video records by:
· Checking the equipment, date and time settings before taking photographs.
· Including a description of what was photographed along with the date, time, location and photographer.
· Enhancing, cropping or otherwise editing photographs only for clarity, and retaining the original, unaltered photo along with the edited photo.
· Downloading and storing all photographs taken to their appropriate subdirectory in their respective project directory.
· Creating a non-editable back-up of all photographs.
g) Provide directions about nonconforming work and required resolution to the contractor or party responsible for the construction in writing.
h) Leave the means and methods for correcting nonconforming work to the contractor or party responsible for the construction.
i) If not the professional of record, notify the professional of record of any required or proposed revisions to the work that will result in changes in the cost, schedule, or function to seek and receive approval to proceed before proceeding to have the work revised.
j) If not the professional of record, involve the professional of record in engineering or geoscience decisions resulting from field reviews.
k) Continue to report nonconforming work observed in field reviews until it is rectified.
l) Confirm and document how the contractor or party responsible for the construction has addressed any nonconforming work observed in field reviews.
m) Retain all field review records in their appropriate subdirectory in their respective project directory.
14.4.2	For Fabrication or Manufacturing of Engineered Products
14.4.2.1 The professional of record will:
a) Assess and record the nature and risk of the engineering work involved, and the complexity of the engineering services to be completed, during the fabrication or manufacturing phase.
b) Review the quality control processes and procedures for the fabrication or manufacturing shop.
c) Review quality control records of inspections and tests.
d) Review shop or fabrication drawings and specifications for the work.
e) Based on the risk assessment, determine the number, timing and focus of fabrication or manufacturing inspections required to meet the standard of care for the work and adjust the extent of reviews needed.
f) Determine whether inspections are suitable for delegation and determine whether qualified subordinates are available.
g) Where inspections will be delegated to a subordinate, provide direction about the required efforts, reporting detail, and specific aspects, that must be observed, tested, measured or surveyed.
14.4.2.2 The field reviewer will:
a) Carry out shop inspections and testing as required and planned.
b) As directed by the professional of record, adjust the extent of inspections required based on the number of issues observed.
c) Document all inspections, including date, time, location, work reviewed, observations and directions given.
d) Involve the professional of record in engineering decisions resulting from inspections.
e) Have nonconforming work corrected and document how the work has been corrected.
f) Retain all inspection records (describe or indicate where files are to be retained).
14.4.3	For Mineral Exploration
14.4.3.1 The geoscientist of record will:
a) Assess the nature of the geoscience work involved, and the complexity of the services to be completed, during the execution phase.
b) Determine the number, timing and focus of field reviews required to meet the standard of care for the work and adjust the extent of reviews as needed.
c) Determine whether field reviews are suitable for delegation and determine whether qualified subordinates are available.
d) Document and agree on the scope of required field reviews.


e) Before the work begins, communicate to the party responsible for the execution the specific aspects of the exploration activities that must be reviewed and requirements of when to provide notice to the geoscientist of record.
f) Where field reviews will be delegated to a subordinate, provide direction about the required efforts, reporting detail, specific aspects of the activities to be observed, tested or surveyed, and limits of acting alone.
14.4.3.2 The field reviewer will:
a) Carry out field reviews as required and planned.
b) If any equipment is used during the field review, ensure the equipment is maintained and calibrated as per the manufacturer’s recommendations, and maintain a record of the maintenance and calibrations.
c) If not the geoscientist of record, as directed by the geoscientist of record, adjust the extent of field reviews required based on the number of issues observed.
d) Document all field reviews, including date, time, location, work reviewed, observations and directions given.
e) Where appropriate, take photographs or videos to capture and document observations made during field reviews and create an audit trail for any photographic or video records by:
· Checking the equipment, date and time settings before taking photographs.
· Including a description of what was photographed along with the date, time, location and photographer.
· Enhancing, cropping or otherwise editing photographs only for clarity, and retaining the original, unaltered photo along with the edited photo.
· Downloading and storing all photographs taken to their appropriate subdirectory in their respective project directory.
· Creating a non-editable back-up of all photographs.
f) Provide directions about nonconforming work and required resolution to the contractor or party responsible for the execution in writing.
g) Leave the means and methods for correcting nonconforming work to the contractor or party responsible for the execution.
h) If not the geoscientist of record, notify the geoscientist of record of any required or proposed revisions to the work that will result in changes in the cost, schedule, or function to seek and receive approval to proceed before proceeding to have the work revised.
i) If not the geoscientist of record, involve the geoscientist of record in decisions resulting from field reviews.
j) Continue to report nonconforming work observed in field reviews until it is rectified.
k) Confirm and document how the contractor or party responsible for the execution has addressed any nonconforming work observed in field reviews.
l) Retain all field review records in (describe or indicate where files are to be retails).
14.4.4	For Out of Province Engineered and Supplied Equipment
Where the BC professional of record specifies equipment, products, or components that are designed and manufactured or fabricated out of province for use on projects, the BC professional:
a) Prepare and authenticate a performance specification for the equipment.
b) Indicate that the manufacturer or fabricator must certify that the equipment meets the performance specifications. This will relieve the professional of any requirement to carry out field reviews at the place of fabrication.
c) Check the quality of equipment when received.
d) If BC occupational health and safety legislation imposes any requirements for guards and safety switches, check that the equipment meets those requirements.
e) Confirm that the equipment meets any Technical Safety BC requirements.
f) Carry out or directly supervise field reviews of electrical, gas, water feeds, and/or any other service connections to the equipment.
[bookmark: _Toc71273463]14.5	References
Refer to any detailed procedures for engineering/geoscience groups


[bookmark: _Toc70077537][bookmark: _Toc71273464][bookmark: _Toc211521019]Appendices
· Appendix A – Checklist and Signoff for an Independent Review of Structural Designs 
· Appendix B – Checklist and Signoff for an Independent Review of High-Risk Professional Activities or Work
· Appendix C – Documented Risk Assessment Template
· Appendix D – Code of Conduct Template
· Appendix E – Field Review Report Template


[bookmark: _CHECKLIST_AND_SIGNOFF_1][bookmark: _DOCUMENTED_RISK_ASSESSMENT][bookmark: _Appendix_A_–]Appendix A – Checklist and Signoff for an Independent Review of Structural Designs (Page 1 of 2)
[Print clearly and legibly]
	
	
	
	PROFESSIONAL OF RECORD

	RE:
	
	
	

	
	Name of project or work 
	
	P.Eng. or P.L.Eng.

	
	
	
	

	
	Address of project or work 
	
	Firm name

	
	
	
	

	
	
	
	Permit to Practice number

	
	
	
	

	
	
	
	Address of firm

	
	
	
	

	
	
	
	



	ITEM
	REVIEWED
	REMARKS

	
	INITIALS
	

	1.	Design code loadings and serviceability limits
	
	

	2.	Material specifications and geotechnical recommendations
	
	

	3.	Concept and integrity of the gravity load resisting system
	
	

	4.	Concept and integrity of the lateral load resisting system (e.g., wind, seismic)
	
	

	5.	Drawing completeness and continuity of load paths
	
	

	6.	Design check of representative structural elements
	
	

	7.	Review of representative structural details
	
	

	8.	Concerns discussed with the Professional of Record
	
	



	
	
	INDEPENDENT REVIEWER

	
	
	

	
	
	P.Eng. or P.L.Eng.

	
	
	

	
	
	Firm name

	
	
	

	
	
	Permit to Practice number 

	
	
	

	
	
	Address of firm

	
	
	

	
	
	

	
	
	

	Date: (yy/mm/dd)
	
	Signature




Checklist and Signoff for an Independent Review of Structural Designs
(Page 2 of 2)
[Print clearly and legibly]

	TO:
	PROFESSIONAL OF RECORD
	DATE:
	

	
	
	
	

	
	P.Eng. or P.L.Eng. name
	
	

	
	
	
	

	
	Firm name
	
	Permit to Practice number

	
	
	
	

	
	Address
	
	

	
	
	
	

	RE:
	Project name
	
	

	
	
	
	

	
	Address of project
	
	

	
	
	
	



The undersigned hereby records that an Independent Review of the project or work, based on the attached list of the structural plans and supporting documents prepared by the Professional of Record for the structural components, has been completed by this Independent Reviewer.
I am a member of the firm ________________________________________________________________________
					(Name of Firm)
with the Permit to Practice number _________________________________________________________________
					(Permit to Practice Number)
and I sign this letter on behalf of the firm.

I certify that I am a Professional Registrant as defined below.

	
	DATE:
	

	
	

	Name
	

	
	

	Signed
	

	
	

	Address
	

	
	

	
	(Affix PROFESSIONAL SEAL here)

	Telephone
	



NOTE:
1.	The above letter must be signed by a Professional Registrant (professional engineer or professional licensee engineering, licensed to practice by Engineers and Geoscientists BC) qualified to conduct an Independent Review of the structural design being reviewed.
2.	This letter is endorsed by Engineers and Geoscientists BC.


[bookmark: _Appendix_B_–]Appendix B – Checklist and Signoff for an Independent Review of High-Risk Professional Activities or Work

[Print clearly and legibly]
	
	
	
	PROFESSIONAL OF RECORD

	RE:
	
	
	

	
	Name of project, activity, or work 
	
	Name of professional and designation 
(P.Eng., P.Geo., P.L.Eng., or P.L.Geo.) 

	
	
	
	

	
	Address of project, activity, or work 
	
	Firm name

	
	
	
	

	
	
	
	Permit to Practice number

	
	
	
	

	
	
	
	Address of firm

	
	
	
	

	
	
	
	


	ITEM
	REVIEWED
	REMARKS

	
	INITIALS
	

	Criteria for carrying out Professional Activities or Work
	
	

	Applicable codes, standards, and other requirements (laws,
regulations, design requirements, etc.)
	
	

	Geographical and/or environmental conditions and requirements
	
	

	Assumptions for Professional Activities or Work
	
	

	Concept for Professional Activities or Work
	
	

	Test and analysis procedures and results
	
	

	Quality control and quality analysis procedures
	
	

	Calculations or analysis of representative elements
	
	

	Review of representative details
	
	

	Integration of third-party components and artifacts
	
	

	Representation of output (e.g., drawings, reports, spreadsheets, models)
	
	

	Hazards (current and future) identified in the Risk Assessment
	
	

	Adequacy and implementation of mitigation measures
	
	

	Concerns discussed with the Professional of Record
	
	

	For global, repetitive, or iterative design, recommendation for intervals of Independent Review.
	
	


[continued . . . ]


[continued . . . ]

	
	
	INDEPENDENT REVIEWER

	
	
	

	
	
	Name of professional and designation 
(P.Eng., P.Geo., P.L.Eng., or P.L.Geo.) 

	
	
	

	
	
	Firm name

	
	
	

	
	
	Permit to Practice number 

	
	
	

	
	
	Address of firm

	
	
	

	
	
	




	Date: (yy/mm/dd)
	
	Signature




CHECKLIST AND SIGNOFF FOR an INDEPENDENT REVIEW of High-Risk Activities and Work Template
[Print clearly and legibly]

	TO:
	PROFESSIONAL OF RECORD
	DATE (yy/mm/dd):
	

	
	
	
	

	
	Name of professional and designation 
(P.Eng., P.Geo., P.L.Eng., or P.L.Geo.) 
	
	

	
	
	
	

	
	Firm name
	
	Permit to Practice number

	
	
	
	

	
	Address of firm
	
	

	
	
	
	

	RE:
	Name of project, activity, or work
	
	

	
	
	
	

	
	Address of project, activity, or work
	
	



The undersigned hereby records that an Independent Review of the professional activity or work, based on the documentation prepared by the Professional of Record for the professional activity or work, has been completed by this Independent Reviewer.
I am a member of the firm ________________________________________________________________________
					(Name of Firm)
With the Permit to Practice number _________________________________________________________________
					(Permit to Practice Number)
and I sign this letter on behalf of the firm.

I certify that I am a Professional Registrant as defined below.

	
	DATE (yy/mm/dd):
	

	
	

	Name of professional and designation 
(P.Eng., P.Geo., P.L.Eng., or P.L.Geo.) 
	

	
	

	Signed
	

	
	

	Address
	

	
	

	
	(Affix PROFESSIONAL SEAL here)

	Telephone
	



NOTE:
1. The above letter must be signed by a Professional Registrant (professional engineer, professional geoscientist, professional licensee engineering or professional licensee geoscience, licensed to practice by Engineers and Geoscientists BC) qualified to conduct an Independent Review of the Professional Activity or Work being reviewed.
2. This letter is endorsed by Engineers and Geoscientists BC.


[bookmark: _Appendix_C_–]Appendix C – Documented Risk Assessment Template
DOCUMENTED RISK ASSESSMENT
[Print clearly and legibly]
	
	
	
	PROFESSIONAL OF RECORD

	RE:
	
	
	

	
	Name of project, activity, or work 
	
	Name of professional and designation
(P.Eng., P.Geo., P.L.Eng., or P.L.Geo.) 

	
	
	
	

	
	Address of project, activity, or work 
	
	Firm name

	
	
	
	

	
	
	
	Permit to Practice number

	
	
	
	

	
	
	
	Address of firm

	
	
	
	



Table A: Type of Risk Assessment
	TYPE OF RISK ASSESSMENT

	Global	□
	Repetitive/Iterative	□
	Project-Specific	□


Table B: Considerations for Risk Assessment
	CONSIDERATIONS FOR RISK ASSESSMENT
	REMARKS (INITIAL CONDITION)

	Expertise of Professional of Record
	

	Experience of subordinates
	

	Previous experience with similar projects
	

	Level of complexity
	

	Innovative features
	

	Departures from previous practice
	

	Applicable codes, standards, and regulations that define risk tolerance
	

	Formal Hazard identification techniques used (i.e., FMEA, FTA, ETA, HAZOP, STPA, SWIFT)
	





Documented Risk Assessment
Table C: Hazard Identification
	HAZARD NUMBER
	HAZARD IDENTIFICATION
	CONSEQUENCE
	SEVERITY OF CONSEQUENCEa
	LIKELIHOOD OF CONSEQUENCEb
	LEVEL OF RISKc

	1
	
	
	
	
	

	2
	
	
	
	
	

	3
	
	
	
	
	

	4
	
	
	
	
	

	5
	
	
	
	
	

	6
	
	
	
	
	


a  See Appendix B, Section B2 of the Guide to the Standard for Documented Independent Review of High-Risk Professional Activities or Work (Guide), and Table D of this Risk Assessment.
b  See Appendix B, Section B3 of the Guide and Table D of this Risk Assessment.
c  See Appendix B, Section B4 of the Guide and Table D of this Risk Assessment.
Table D: Individual Hazard and Overall Risk Assessment
	INDIVIDUAL HAZARD AND OVERALL RISK ASSESSMENT 

	Severity of Consequencea
	Insignificant
	Minor
	Moderate
	Critical
	Catastrophic

	Likelihood of Consequencea
	Improbable
	Remote
	Occasional
	Probable
	Frequent

	Level of Riska
	Minimal
	Low
	Moderate
	High
	Extreme


a  As described in Appendix B of the Guide to the Standard for Documented Independent Review of High-Risk Professional Activities or Work, and the tables and Risk matrix set out there, or based on another procedure developed by the Professional Registrant or Firm. 
Table E: Checking of Engineering or Geoscience Work Required (based on the overall risk)
	CHECKING OF ENGINEERING OR GEOSCIENCE WORK REQUIRED

	Type of Checking
	Frequency (Based on Risk Assessment)
	Checker Name
	Checker Qualifications

	Self-Checking
	[POR to specify]
	[POR to specify]
	[POR to specify]

	Check by Others
	[POR to specify]
	[POR to specify]
	[POR to specify]


Table F: Type of Independent Review Required
	TYPE OF INDEPENDENT REVIEW REQUIREDa

	None	□
	Type 1	□
	Type 2	□


a  The type of Independent Review must be determined after the initial Risk Assessment, thereby allowing any mitigation measures applied to the Professional Activity or Work to be part of the scope of the Independent Review.


Documented Risk Assessment
Table G: Field Reviews for Engineering or Geoscience Work Required (based on the overall risk)
	FIELD REVIEWS FOR ENGINEERING OR GEOSCIENCE WORK REQUIRED

	Field Review By:

	POR: Yes □ or No □
	Subordinate Under POR’s Direct Supervision: 
Yes □
No □

	Both: Yes □ or No □

	Number
	
	Extent
	
	Frequency
	


Table H: Applying Mitigation Measures
	HAZARD NUMBERa 
	MITIGATION MEASURES PROPOSED/IMPLEMENTED
	REMARKS/JUSTIFICATION
	REVISED LEVEL OF RISKb

	1
	
	
	

	2
	
	
	

	3
	
	
	

	4
	
	
	

	5
	
	
	

	6
	
	
	


a See Table B of this Risk Assessment.
b See Appendix B, Section B4 of the Guide to the Standard for Documented Independent Review of High-Risk Professional Activities or Work and Table C of this template.
Table I: Final Remarks
	FINAL REMARKS 

	(For example, recommended timing and/or intervals for Independent Review; reference supporting documents used for Hazard Identification or Risk Assessment)

	

	

	

	

	


	



	
	

	Date: (yy/mm/dd)
	
	Signature





[bookmark: _Appendix_D_–]Appendix D – Code of Conduct Template
[FIRM’S NAME] CODE OF CONDUCT
	Act in the Public Interest

	· We are committed to holding public safety and the protection of the environment paramount in all work we undertake for clients.
· Through our health and safety program, we are committed to keeping our people and our workplaces safe and healthy. We expect our employees to follow our program to keep themselves, clients, colleagues, and others safe and healthy in the workplace.

	Know Your Limits

	· We work only in areas where our employees have the required education, training, and experience, or where we have access to others with the required expertise to carry out the work safely and effectively. 
· We maintain and expand the limits of our expertise by providing opportunities and supporting our employees in maintaining competency and growing their expertise and competence.

	Follow the Law

	· We act within the laws of jurisdictions where we carry out work.
· We compete fairly and never try to unduly influence public officials to secure a project.
· We expect our employees to:
· be aware of and knowledgeable in common law, legislation, codes, and regulations that apply to work they undertake for us; and 
· know and meet all regulatory and statutory requirements applicable to their work

	Follow the Standards of Government and Engineers and Geoscientists BC 

	· We expect our employees to be familiar with and apply all applicable standards, professional practice guidelines, practice advisories, and regulations published or issued by government or their professional regulator.

	Maintain Your Competence

	· We recognize the value of continuing education and training to sustain and grow our corporate competencies. 
· We support the development and training of our employees through our continuing education program.
· We support the development of our employees who are trainees, to help them advance to become professional registrants.
· We provide opportunities for our people to advance and grow in their professions and careers.

	State your Qualifications Accurately

	· Our reputation is based on the integrity and expertise of our employees. 
· We expect our employees, as modelled by our leaders, to make statements that are supported by fact. Simply put, we expect all employees to tell the truth when communicating with clients, colleagues, and the public.  
· Proposals, qualifications, resumes, and other marketing materials must be written accurately and reviewed to accurately reflect our qualifications and experience and that of our employees.

	Distinguish Facts from Assumptions and Opinions

	· Documents that we prepare must clearly identify facts, assumptions, and opinions.
· We expect that opinions stated by our professionals will be based on sufficient knowledge and honest belief in that opinion.
· Opinions stated by our professionals must be objective and independent, focus on the facts of the issue, and avoid being biased due to political, economic, or other factors.


· 

· [FIRM’S NAME] CODE OF CONDUCT
	No Conflicts of Interest

	· Conflicts of interest occur when an employee has, or is perceived to have, a competing obligation or interest that may potentially influence their actions or decisions for one of our clients or for our firm. 
· On becoming aware of a real or perceived conflict of interest affecting a client or our firm, employees must disclose the conflict of interest immediately to their manager and take any necessary steps to address the situation.
· To avoid real or perceived obligations to others that others, employees must not accept gifts, lunches, tickets, or other items exceeding a value of CAD$[insert dollar amount] when representing or carrying out work for our firm. 
· [Firms will want to consider other restrictions that should be captured here, or may want to develop and reference the Firm’s policy on gifts.]

	Duty to Report

	· We understand that we have a legal and ethical duty to report when we have reasonable and probable grounds to believe that professional practice or work might pose a risk of significant harm to the environment or to the health or safety of the public.
· We understand that we have a duty to report if we terminate, suspend, or dissolve a partnership with a Trainee or Professional Registrant, because of activities, practices, or work we believe:
· poses a risk of significant harm to the environment or to the health or safety of the public;
· is illegal or unethical; or
· indicates incompetence, negligence, or unprofessional conduct.
· We support our professionals in fulfilling their duty to report.
· We provide our employees with a means to anonymously report illegal, unethical, or otherwise inappropriate conduct by other employees.
· We protect employee whistleblowers who are acting in good faith from retaliation from the Firm, its leaders, and other employees. 

	Stand Your Ground

	· We support our professionals and their advice and recommendations to clients. 
· We expect our professionals to stand their ground and communicate in writing the consequences of not following their professional advice and recommendations.

	Each Professional is Responsible

	· Professional reports, drawings, and other deliverables must always identify those taking professional responsibility for each practice area.
· Each professional must be familiar with use of seal or authentication requirements specified by their regulator and our internal professional practices.
· We expect leaders and employees to give credit when credit is due, and to respect the copyright and trademarks of other firms and practitioners.

	Work Diligently and Follow Standards of Documentation

	· We pride ourselves in the quality of work we deliver to clients. We expect every employee to work diligently to deliver products and services that meet all requirements and suit the purpose for which they have been created.
· Records are fundamental to demonstrating that we have met all requirements and fulfilled all professional, contractual and the firm’s obligations. All employees must retain required records in keeping with regulatory and statutory requirements; our records management program; and our associated policies, procedures, and systems.





[FIRM’S NAME] CODE OF CONDUCT

	Fairness, Courtesy, AND Good Faith

	· Our reputation and ongoing success are built on honesty and integrity.
· We respect and value diversity and strive to create a workplace culture that is respectful, inclusive, and free of harassment for all employees. 
· We conduct business with fairness, courtesy, and good faith. We expect employees to be courteous, respectful, polite, and considerate with clients, colleagues, members of the public, and others.




[bookmark: _Appendix_E_–]Appendix E – Field Review Report Template
FIELD REVIEW REPORT TEMPLATE
Project Details
	Project ID
	

	Project Name
	

	Project Address
	

	Client
	

	Contractor
	

	Project Documentation
	List reference drawings, specifications, standards etc.



Field Reviewer Details
	Field Reviewer Name
	

	Date and Time of Field Review
	

	Equipment Used (type and ID)
	




Progress Observations
Testing/Inspection Details
Quality Control Processes/Records
	Present:


Purpose:



Work Reviewed:



Non-Conformances:



Directions Given/Actions Required:



Comments:



	Field Reviewer Name
	Signature

	
	

	Professional of Record Name 
	Signature

	
	



[include firm’s standard footer with name of firm and/or PPMP date of publication or revision, and page number]
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