
Complaint Procedure

The IBFES shall resolve all complaints in an impar al and mely manner,
including those alleging professional misconduct or negligence.
The complaints-handling process shall be subject to requirements for
confiden ality, as it relates to the complainant and to the subject of the
complaint.
All complaints shall be addressed in wri ng to the IBFES Administra ve Office.
The complainant shall provide sufficient informa on for the IBFES to adequately
inves gate the complaint.
The execu ve director/administra on and opera ons director shall acknowledge
receipt of the complaint within 14 days. Acknowledgment shall be in wri ng, via
cer fied mail, to the complainant.
Within the same 14 days, the execu ve director/administra on and opera ons
director shall forward the complaint to the president.
The president shall appoint a three-member Complaints Review Commi ee to
review the complaint.
The commi ee shall review the complaint to ensure it relates to IBFES
cer fica on ac vi es and shall at the minimum, address the complaint. The
review shall occur within 14 days of commi ee receipt of the complaint.
The commi ee shall gather and verify informa on needed to validate the
complaint.
The commi ee shall track the complaint and ensure that it is resolved in a fair
and mely manner.
The review commi ee shall review and make recommenda ons regarding the
allega ons. They shall determine if the complaint is valid, if the complaint



requires disciplinary ac on, and it that disciplinary ac on includes a wri en
reprimand, suspension, or revoca on.
The review commi ee shall communicate its conclusions to the president.
The president shall submit recommenda ons of a suspension or revoca on to
the board for a vote.
Suspensions and revoca ons are effec ve on the date the secretary cer fies the
vote.
The IBFES Administra ve Office shall no fy the complainant of the resolu on by
cer fied mail. In addi on, any substan ated complaint regarding a cer fied
individual shall be referred to the cer fied individual in ques on at an
appropriate me.
If the resolu on addresses a personnel ma er, the complainant shall only be
no fied that a resolu on has been reached, i.e., the specifics of the resolu on
shall not be outlined.
Records of the complaint shall be maintained for five years. 
If cer fica on is revoked and the cer ficant is barred from reapplica on, records
shall be retained indefinitely. If the cer ficant reapplies for, and successfully
a ains cer fica on, records shall be maintained in the cer ficant’s file
indefinitely.
Submission, inves ga on, and decision on complaints shall not result in any
discriminatory ac ons against the complainant.


