[bookmark: _GoBack]ENGINEERING TECHNICIAN APPLICATION
AND GUIDANCE NOTES
	PART 1 – PERSONAL DETAILS



	Indicate as appropriate
	
	
	Date of Enlistment

Date of Discharge
(If Applicable)

	I am a serving Royal Engineer                    
	
	
	

	I am a serving Reservist
	
	
	

	Non-serving Member                                  
	
	
	



	SURNAME


	
	FORENAME(S)



	POST NOMINALS


	
	RANK




	SERVICE No 


	
	UNIT 




	SUB-UNIT


	
	JOB TITLE/POST



	ENDURING EMAIL ADDRESS[footnoteRef:1] [1:  It is a fact of Army life that Service personnel move frequently.  Therefore, it is very helpful and it is useful if you include a more permanent means of contact.] 



	
	DATE OF BIRTH




	UNIT ADDRESS 
	



	PERMANENT HOME ADDRESS & TELEPHONE NUMBER1

	







	ENDURING MAIL ADDRESS
	








	
PART 2 – DOCUMENTS ATTACHED
(CERTIFIED COPIES OF CERTIFICATES OR JPA PERSONAL DATA PRINT-OUT IS ACCEPTABLE)






	Please indicate if you are able to attach evidence of the following:
	Yes/No

	1. Satisfactory completion of RETCC, SNCO, JCC, or JNCO Cadre

	

	2. Satisfactory completion of ME Class 1 (Cbt, Armd, C3S, Dvr, EOD, Amph or Artisan) 

	

	3. Promotion to Lance Corporal or above

	

	4. An Advanced/Modern Apprenticeship or an engineering or construction qualification set at Level 3 or above (e.g. NVQ Level 3) or equivalent national qualification. 
	

	5. Further evidence - any other certificates and qualifications to support your development process or technical reports you have written
	

	6. Evidence of service for those who are no longer serving

	




Please read all parts of this form and the Q & A and Guidance Notes that accompany it before making your submission.  
Completed applications may be sent electronically to Admin@InstRE.Org or in paper format to the address below.  
Unless you already have a Direct Debit form in place with the Royal Engineers Central Charitable Trust (RE CCT) covering membership you will also need to complete and submit the DD form: 

 
Please note that currently Direct Debit forms MUST be sent by post and contain original signatures.  This is a condition of our DD Services Provider 

Institution of Royal Engineers
Ravelin Building
Brompton Barracks
Chatham
Kent
ME4 4UG

	PART 3 – APPLICANT’S CERTIFICATE 




DECLARATION
I, ……………………………………. enclose my application for professional registration as an Engineering Technician.
I declare that:
· To the best of my knowledge this application is correct and accurate.

· I have read, understood and will abide by the Statement of Ethical Principles and Membership Code of Conduct set out in the Registration Handbook (Section1, Paragraphs 26 – 28)  set out in the Institution of Royal Engineers Registration Handbook
· I will maintain a future development plan and record my Continuing Professional Development (CPD) and make it available for submission to the Institution on request.  
· I will pay any fees and subscriptions due to the Institution and the Engineering Council and if at any time I wish to withdraw my membership from the Institution and the Engineering Council’s Professional Register of Engineers I shall give notice in writing, and pay all arrears of subscription or other payments due.  If I have an existing Direct Debit with the Royal Engineers Central Charitable Trust covering my membership fees I hereby authorise its extension to cover my registration fees and charges.  

· I hereby authorise that when payments via the Day’s Pay Scheme cease, any direct debit currently used to pay my Registration fees may be amended to include the Institution membership subscription. 

· I understand that if successful I am entitled to use the post nominal EngTech MInstRE.  I will not use any titles, abbreviated titles or post nominal descriptions except those to which I am entitled.

· Data Protection – I have read the RE Charities Privacy Notice and understand the basis for sharing and retention of my data and that it may also be accessed, retrieved and used for normal administrative purposes (such as processing membership application / renewal) and for the purpose of compiling statistics and conducting market research in conjunction with the Engineering Council.


Applicant’s Signature						Date 				









(For electronic applications a typed name will be sufficient)	
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 		 Amdt 21 010921 to Version 7
	PART 4A CAREER SHEET – FURTHER EVIDENCE OF EXPERIENCE (Expand form as necessary)  
Read the Example Part 4A in the Guidance Notes 



Number Rank and Name
	Ser
	Dates
	Unit and Post
or 
Organisation and Appointment
	Detail the ENGINEERING you carried out – In Training, on Military Courses, on Operations
or
In College/University, on Civilian Courses, on Site
	Remarks to Include Civilian and Military Courses and dates completed

	01
	
	
	







	

	02
	
	

	








	

	03
	
	
	








	

	04
	
	
	









	

	05
	
	
	










	

	06
	
	
	












	

	07
	
	
	










	

	08
	
	
	











	

	09
	
	
	











	



	PART 4B – FUTURE DEVELOPMENT PLAN (Expand form as necessary) 
Read the Example Part 4B in the Guidance Notes 



Number Rank and Name
	Serial
	Objectives
	Development Activity Proposed and outcomes expected
	Remarks and planned completion dates

	








	
	
	



	
PART 5 – ETHICAL WORKING STATEMENT – COMPETENCES D3 & E5 (Expand form as necessary) Read typical examples of Part 5 in the Guidance Notes




Applicant’s name

	 
D3 – Demonstrate personal and social skills and awareness of diversity and inclusion issues.
E5 – Understand the ethical issues that may arise in your role and carry out your responsibilities in an ethical manner. 
























CERTIFICATE
	
PART 6 – SPONSOR’S CERTIFICATE[footnoteRef:2] [2:  The sponsor should be the applicant’s line manager who is familiar with the applicant’s performance in their current employment.] 




Applicant’s name

· I confirm that the person making the application is the named applicant.
· I am satisfied that the application form is complete, accurate and contains the attachments certified at Part 2
·  I am/am not a Member of the Institution of Royal Engineers.

	SUPPORTING COMMENTS[footnoteRef:3] [3:  Please use this box if required to provide added evidence of commitment, currency and competence of the applicant or to amplify the individual’s development plan.  This is important in the case of applicants who are inexperienced in completing such applications.] 




	













	SIGNATURE


	
	RANK/GRADE INITIALS, SURNAME, SERVICE NO (where applicable)



	TEL NO/EXT

	
	JOB TITLE




	DATE


	
	UNIT/WORK ADDRESS





	PART 7 – FOR USE BY THE INSTITUTION ONLY – ASSESSMENT BOARD ACTION 



Applicant’s name:    

	Competence

	Most Recent Evidence

	The applicant shall demonstrate that they:
	

	A. Knowledge and understanding

	A1. Review and select appropriate techniques, procedures and methods to undertake tasks
	

	A2. Use appropriate scientific,
technical or engineering principles.

	

	B. Design, development and solving engineering problems

	B1. Identify problems and apply
appropriate methods to identify
causes and achieve satisfactory
solutions
	

	B2. Identify, organise and use
resources effectively to complete
tasks, with consideration for
cost, quality, safety, security and
environmental impact.
	

	C. Responsibility, management and leadership

	C1. Work reliably and effectively without close supervision, to the
appropriate codes of practice
	

	C2. Accept responsibility for the work of themselves or others

	

	C3. Accept, allocate and supervise technical and other tasks.

	

	D. Communication and interpersonal skills

	D1. Communicate effectively with
others, at all levels, in English

	

	D2. Work effectively with colleagues, clients, suppliers or the public

	

	D3. Demonstrate personal and
social skills and awareness of
diversity and inclusion issues.
	

	E. Personal and professional commitment

	E1. Understand and comply with
relevant codes of conduct

	

	E2. Understand the safety implications of their role and apply safe systems of work
	

	E3. Understand the principles of
sustainable development and
apply them in their work
	

	E4. Carry out and record the CPD necessary to maintain and enhance
competence in their own area of
practice
	

	E5. Understand the ethical issues that may arise in their role and carry out their responsibilities in an ethical manner.
	



The application is:    

         RECOMMENDED/REFERRED/REJECTED * (Delete text as appropriate)

	Remarks
(including, where applicable, reason(s) and remedial action for Referral / Rejection
	




	SIGNATURE


	
	NAME, GRADE & ENGC REGISTRATION NO





	SIGNATURE


	
	NAME, GRADE & ENGC REGISTRATION NO





	DATE







	PART 8 – FOR USE BY THE INSTITUTION ONLY – REGISTRATION BOARD ACTION 



Applicant’s Name:

The above applicant:
· Is a standard/individual* route candidate
· IS/IS NOT * to be registered as an Engineering Technician.
* Delete text as appropriate

	REASON(S) FOR NON REGISTRATION (If applicable): 














	SIGNATURE

	
	NAME, GRADE & ENGC REGISTRATIOPN NO





	SIGNATURE

	
	NAME, GRADE & ENGC REGISTRATION NO





	DATE





Institution Clerk Action

Registration fee paid on (date) …………………………………………………………

The applicant was notified of the EngTech Board result on (date) …………………



Q & A

What is an Engineering Technician? ​

An Engineering Technician (EngTech) is a RE Officer or soldier or a non serving member of InstRE employed in applying proven techniques and procedures to the solution of practical engineering problems.  They carry supervisory or technical responsibility, often a combination of both, and are competent to propose and execute innovative solutions to challenges as they occur.

EngTech is a valuable, portable recognized award that can be carried throughout your career both whilst serving and retired and one which can be built upon further development.  This award demonstrates your competence and your commitment to a continuing professional career.

Why should I register as an EngTech?

Registration has many benefits for employers, technicians and the UK economy.  Registration sets a professional EngTech apart from technicians who are unregistered.  It establishes their proven knowledge, understanding and competence.  In particular, registration demonstrates a commitment to professional standards, and to development and enhancement of competence.  Hence, whether specified in job advertisements or not, registration as a professional EngTech gives an edge to candidates who have achieved this. 

Am I qualified to register?

First and foremost, you need to be a member of the Institution of Royal Engineers (InstRE).  Regular Officers, NCOs and Sappers are automatically members as they make a contribution to Sapper Welfare and Charities (including InstRE) under the Day's Pay Scheme.

Applicants should hold recognized qualifications.  For officers this would mean the successful completion of the RE Troop Commanders Course.  NCOs should have completed a command, leadership and management course (CLM - the PNCO Cadre as a minimum) and have qualified at Class 1 in any of the Corps trades.  

Exceptional Sappers without the above mentioned qualifications may be sponsored at the discretion of their line manager but must be able to demonstrate in their application at least the same level of engineering expertise and managerial knowledge and understanding that such qualifications confer. 

Am I eligible to Register?  You need to be a member first. 

You need to be a member to register.  

If you are a serving regular Royal Engineer officer, WO or SNCO contributing to the RE Day's Pay Scheme (the overwhelming majority) you will automatically be enrolled as a member.  If a Sapper, you are initially enrolled as an Apprentice member under the DPS.  

Many QGE, who contribute to the Gurkha Welfare Scheme instead, are not automatically members but may join under comparable arrangements.  Membership is also open to regular officers, WOs and NCOs who have retired, the RE badged Reserve Forces and exceptional Sappers.   

Whatever your status, the information we hold on you is strictly limited and as part of your application for EngTech we would be grateful if you also access the membership page and complete an application. 

How am I assessed? 

You are assessed following a single application form.  The EngTech Board consists of experienced engineers registered at EngTech, IEng or CEng level drawn from serving and retired Royal Engineers and representatives from industry. They review all applications for EngTech status and make recommendations for the inclusion of the applicant on the UK's Register of Professional Engineers and Technicians.

What does it cost? 

Successful registrants pay an annual subscription to InstRE which includes a proportion which is forwarded to the UK’s Engineering Council to maintain the register and promote the engineering profession.  InstRE’s fees & charges are published on its website and are very competitive when compared with other engineering institutions.  

Can I reclaim these costs? 

Employers who recognise the benefits of registration will often reimburse fees.   Currently MOD reimburses registrants on the regular full time trained strength provided they have not submitted notice to leave the Armed Forces.  Details on how to obtain a refund are published in a Defence Internal Notice (DIN) entitled Refund of Engineering Professional Body Fees, which is available on JPA and from your unit.  Non serving members and reserve forces may be able claim a tax deduction set against their professional costs.  However, individuals’ circumstances vary and we are not permitted to provide advice. 





Application Guidance
Engineering Technician Guidance Notes

We have attempted to make the application procedure as simple as possible. Please read through each section below before sending in your paperwork. 

Main Application Form
This consists of 8 parts:

Part 1.  Your personal and career details.

Part 2.  The evidence sheet.  We need to see your JPA competencies sheets and a copy of any certificate held for a relevant level 3 or higher NVQ (or equivalent) For those no longer serving please provide copies of your discharge paperwork (eg Red Book, Testimonial, Certificate of Service).

Part 3.  You need to read, understand, sign and date the declaration.

Part 4A.  The career sheet forms a critical part of the application. It is your opportunity to tell the Selection Board what engineering knowledge, understanding and experience you have.  Please go into detail.  We need to know what engineering you have been doing before and since joining the Corps and are currently doing. Whilst you may have run the Corporals' Mess Summer Ball or carried out adventurous training in Belize it is the engineering content of your career which is of primary importance. If you have taken part in a particular operation or exercise tell us what you did.  Whilst our Selection Board members are experienced military engineers, simply quoting an operation or exercise name or sending in your Job Spec doesn't convey much information. Most successful applicants usually put together a 3 to 4-page career sheet and where applicants are deferred pending further information it is usually due to not producing this in sufficient detail.  See below for an example of a completed Part 4A.

EXAMPLE Part 4A
Number Rank and Name:     12345678 Sgt Smith

	Ser
	Dates
	Unit and Post
or 
Organisation and Appointment
	Detail the ENGINEERING you carried out – In Training, on Military Courses, on Operations
or
In college/university, on civilian courses, on site
	Remarks to include Civilian and Military Courses and dates completed

	01
	03 - 07
	34 FdSqn
Section sapper
 Bloggs Engineering tradesman 
	Detail the operational and exercise engineering you carried out whilst in post.
What did you build, demolish, install, plumb, dig etc. What tools did you use and why? What stores and equipments did you choose or have to use?
	Attended C& J Pre deployment training RSME  Apr 04
Radio user course.  Jun 04
Further technical training  throughout employment 

	02
	07 - 10
	
48 FdSqn
G10 Stmn (LCpl)
A1 Construction Senior tradesman
	Detail what equipments you operated, maintained, tested, instructed on etc – if in a course, do not just list the course prospectus or objectives.
	2-1 C&J Cse Feb – May 07
ME Cbt 1 Cse May – Jul 08
Health & Safety training Sep 08   

	03
	10 - 12
	ATR Pirbright Trg NCO (Cpl)
A1 Construction Foreman
	Detail what engineering tasks you taught, oversaw or controlled. Include Troop projects, MACC tasks etc. Any involvement with a design team.  On site variation orders.  Stores requirements based on calculations. Do you assess others NVQ etc
	BIT Cse  Apr 10, ATR TrgCse May 10, Weapons Instructors Cse Sep 10, RE JCC Cse Feb 12, CLM May 12. 
Civilian management courses  between Apr and Jun 10 

	04
	12 - 14
	1 Armd Engr Sqn
Sect Comd (Cpl)
 Select Engineering Workshop Manager

	As the Workshop Manager or Sect Commander which tasks did you control and what parts did YOU physically do? What was YOUR input to the finished task or mission/contract? Stores used. Machinery. Did you improvise a solution? Did you change a plan? How was safety maintained? Calculations used. Diagrams or working models. Test equipments. Communications and reports, recce, measurement, application of appropriate regulations, use of text books/ME Pamsetc
	Pre contract/deployment artisan training including production of drawings and any specialist engineering trg prior to task/project start. Sep 12 & Jun 13 Attended RE FSC Jun 14

	05
	14 - 17
	Current Appointment         4 Armd Engr Sqn
Recce Sgt
Select Engineering General Manager

	Please detail (or include) the reports you wrote; commissioning reports, completion reports, or minefields, gap crossings, water crossings, explosives, field fortifications. List equipments and stores used. How you solved engineering problems. What calculations and engineering principles did you employ?  Were your resources procured locally? Experimentation, rehearsals. How you recommended a course of action based on engineering experience etc
	RE SNCOs Cse, 
CLM Nov 14, 
Company or privately sponsored training (spread throughout the period)



Notes:  
1. The above format should be used to demonstrate the applicant’s career progress to date.
1. It should state the appointment held, provide details of the projects involved, identify the role (tradesman, designer (recce), supervisor, etc) played by the applicant and what the applicant achieved.
1. This document is VITAL in assisting the registration panel in gauging the individual’s skills against their academic qualifications. 
1. If no engineering or construction qualification set at Level 3 or above (e.g NVQ Level 3) or the equivalent is available the amount of detail in this form is CRITICAL to support the Registration Process.  
1. In summary it should contain details of the engineering you have done; the more information the better. Photos are welcomed as are extracts from Annual Reports.

Part 4B.The Future Development Plan is also a critical part of the application.  It offers clear guidance of your intention to maintain/enhance your currency and competence.  See below for an example of a completed Part 4B.

EXAMPLE Part 4B 
	Serial
	Objectives
	Development Activity Proposed and outcomes expected
	Remarks and planned completion dates

	01










	Objective 1










	Maintain my professional competence as an Engineering Technician by:
Attending project management pre-deployment training for Ex Pinestick.
Assisting with the planning and supervision of a 2 week Sapper development exercise during deployment teaching the basics of being a JNCO.  
Attending Nordic skiing training camp in preparation for the Corps and Army Biathlons.
Read articles from The Royal Engineers Journal.
Or
Upgrade/refresh my Health & Safety qualifications.
Continue to support Select Engineering’s apprentice training programme.
Represent the Reservists in Ex Telemark Titan 18.
Read articles from The Royal Engineers Journal.
	

Apr – May 2018
Sep 2018

Jan 2019

Before Apr 2019
Ongoing activity
Jan 2019

	02
	Objective 2
	Further develop my SNCO/Management skills by:
 Carrying out the duties of Troop SSGT (post gapped)
Or
Upgrading my Equality and Diversity Qualifications
	
From Oct 2018

May 2018



Part 5.  Using the examples please state how you work in an ethical manner in the course of your duties.  See below for typical examples of the requirement.

	FULL NAME

		Requirement for Competences D3 & E5: 

D3.  Demonstrate personal and social skills and awareness of diversity and inclusion issues.

E5.  Understand the ethical issues that may arise in your role and carry out your responsibilities in an ethical manner.




Provide an example where you have met at least one of the fundamental beliefs and values upheld by the Engineering profession.  These are:
· Accuracy & rigour
· Honesty & integrity
· Respect for life, law and the public good
· Responsible leadership: listening and informing 
or   
If you your company has its own ethical behaviour policy, an example of how you have met it.
or 
If you are self-employed or your company has no clear ethical policy, and example where to your own mind you have displayed some of the qualities or met the standards set out above.
	Example 1.	Whilst on Op HERRICK I was working as a troop staff sergeant and we had a number of local labourers attached on site under their own foreman.  I was told that they were self-contained for all service support i.e. feeding and sanitation arrangements and payment for this had been included in the contract.  It was clear from the outset that the contractor’s arrangements in this regard were inadequate from the outset and I ensured that we shared the troop facilities until this was rectified.  
This was at some cost to my own men and I explained the importance of doing so; both in terms of showing respect for others and through that, contributing to operational effectiveness.  This was understood by all.

Example 2.	Whilst working as a surveyor in 38 Engr Regt in Kenya in 2012 I noticed that the initial survey done during the recce by another unit was inaccurate and that building to the levels specified would create a drainage problem.  My line management was sceptical about my concerns as the plans had been signed off by a reputable STRE design team.  I was clear I was correct and continued to point out the errors and the impact they would have.  It was uncomfortable to have to challenge senior management but I continued to do so and my view was finally accepted and proved right and I was congratulated on my perseverance.  

I felt that I had no alternative as a qualified surveyor and aspiring Eng Tech I needed to demonstrate accuracy and rigour. 

Example 3.	Whilst working as a self-employed GAS SAFE registered plumber I was asked to inspect the pipework on a refurbished bungalow.  Unfortunately, the kitchen panels had been fully fitted and it would not be possible to inspect the full installation in accordance with building regulations and sign of the installation without removing some of the panels which would take time and mean that some damage would need to be rectified.   I informed the foreman and he asked me to sign off the installation based upon an inspection of the visible and easily accessible piping only.  I declined to do so despite the offer of a considerable “bonus”.  

Whilst I don’t have an ethical behaviour policy as such in my business I pride myself on behaving in a professional manner demonstrating honesty and integrity at all times and I take my GAS SAFE obligations seriously.  I also reported the incident to the contractor’s company.  I don’t like to snitch but there was an important safety issue here and it would have been irresponsible to let the matter lie.  



Part 6.  Ensure your Sponsor completes this part. The footnotes give detail.
Part 7.  For Institution use only
Part 8.  For Institution use only

Further Evidence
If you have more evidence which you think relevant to your application please submit it. Please do not submit copies of your Annual Appraisal/OJAR/SJAR/Confidential report.  Remember that the Selection Board has a limited amount of time to assess applications, so do not overburden the submission with irrelevant information or ‘padding’.

Direct Debit
You will also require a direct debit form to pay EngTech fees. These are required as hardcopy 

 and are here ( Direct Debit) 
(You may already be using direct debit to pay your membership fees if you are QGE, Reserve Army or no longer serving. If this is the case your existing direct debit can be used to pay EngTech and still pay your membership. Please just tell us, we will sort out the details)

If you have any questions please do not hesitate to contact us 01634 822149 or admin@InstRE.org

image1.emf
Direct Debit  Instruction Sept 2010.docx


Direct Debit Instruction Sept 2010.docx
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[image: ]Instruction to your

bank or building society to pay by Direct Debit

Please fill in the whole form including official use box using a ball

 (
FOR RE CCT OFFICIAL USE ONLY
This is not part of the instruction to your bank or building society.
)point pen and send it to:	Service user number

 (
Royal Engineers Central Charitable Trust (RE CCT)
Corps Treasurer RHQ RE Brompton Barracks Chatham
Kent  ME4 
4UG
)	 (
8
3
0
1
5
7
)

Name(s) of account holder(s)

		



		





Bank/building society account number

		

		

		

		

		

		

		

		









Branch sort code

		

		

		

		

		

		





Name and full postal address of your bank or building society

		To: The Manager	Bank/building society



		Address



		



		Postcode





Reference


Instruction to your bank or building society

Please pay RE CCT Direct Debits from the account detailed in this Instruction subject to the safeguards assured by the Direct Debit Guarantee. I understand that this Instruction may remain with RE CCT and, if so, details will be passed electronically to my bank/building society.



		Signature(s)



		



		Date







		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		





Banks and building societies may not accept Direct Debit Instructions for some types of account	DDI1



This guarantee should be detached and retained by the payer.



		

The Direct Debit Guarantee



		· This Guarantee is offered by all banks and building societies that accept instructions to pay Direct Debits



		· If there are any changes to the amount, date or frequency of your Direct Debit the Royal Engineers Central Charitable Trust (RE CCT) will notify you ten working days in advance of your account being debited or as otherwise agreed. If you request RE CCT to collect a payment, confirmation of the amount and date will be given to you at the time of the request.



		· If an error is made in the payment of your Direct Debit, by RE CCT or your bank or building society, you are entitled to a full and immediate refund of the amount paid from your bank or building society

– If you receive a refund you are not entitled to, you must pay it back when RE CCT asks you to



		· You can cancel a Direct Debit at any time by simply contacting your bank or building society. Written confirmation may be required. Please also notify us.
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