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VISION, MISSION AND VALUE STATEMENT

Who we Are

We are a group of members in the association which brings together professionals, dealing with issues pertaining to hospitality

engineering and facility managers in east africa to champion on the following as our motto

HEFMA MOTTO
1. Sustainable Solutions for Smarter Hospitality.
2. East Africa’s Voice in Hospitality Engineering.
3. Uniting Professionals, Elevating Standards.
among others. The Association promotes professional development, education, public awareness, and the protection of hospitality

engineering fraternity and facility managers on their day today areas of practice which includes construction, maintenance, project

management, heath and safety, fleet management and hotel/facility operations

Our Vision

To be the leading association for hospitality engineering and facilities management professionals in Kenya, recognized for
excellence, innovation, and commitment to sustainable development in the hospitality industry.

Our Mission

To empower hospitality engineers and facilities managers in East Africa by fostering professional development, promoting industry
best practices, and advocating for sustainable and innovative solutions that enhance guest experiences and operational efficiency.

Our Value Statement

The vision of the Association is to be the leading professional body for hospitality engineers and facilities managers in East Africa,

recognized for innovation, leadership, and the elevation of professional standards in the built hospitality environment.




. TITLE

1-1 The title of the Association is “Hospitality Engineers and Facility Managers Association- East Africa ” hereinafter

called the Association. The Association may also be identified by the acronym — “HEFMA-EA”

2. INTRODUCTION

2-1 The Association is a body individuals and corporate comprising hotel engineers, facility managers, hotel engineering
consultants , hospitality engineering coordinators and planners. The Association promotes professional development,
education, public awareness, sustainable development and the protection and conservation of the built and natural
environment.

2-2 From time to time the Association through the Executive Council will appoint or conduct an election for committees whom
will be responsible of certain function within the Association, this will include both Standing and Ad hoc committee eg
who will then feed the Exe Co with necessary info for a decision to be made.

e Finance & Budget Committee
e  Welfare Committee

e Training Committee

e Communication Committee
e Special Projects Committee

e  Audit Committee

e Membership Committee

3. OBJECTIVES OF THE ASSOCIATION

The objectives of Hospitality Engineers and Facilities Managers Associations are —

1. Professional Development & Training
Facilitate continuous learning through workshops, seminars, and certification programs to enhance the skills and knowledge of
members.

2. Standards & Best Practices
Establish and promote industry standards and best practices to ensure excellence in engineering and facilities management within the
hospitality sector.

3. Networking & Collaboration
Provide platforms for professionals to connect, share experiences, and collaborate on projects and initiatives.
4. Advocacy & Representation

Represent the interests of members in policy discussions and advocate for the recognition of the profession at national and regional
levels.

5. Research & Innovation
Encourage research into new technologies and innovative practices that can improve efficiency and sustainability in hospitality
facilities management.

6. Ethical Standards & Accountability
Promote ethical conduct and accountability among members to uphold the integrity of the profession.
7 professional development

To promote the professional development of hospitality engineers and facilities managers through training, education, and
certification programs.
8 maintain high standards

To establish, promote, and maintain high standards and best practices in hospitality engineering and facilities management.
To represent and advocate for the interests of members in policy development, regulatory frameworks, and industry matters.
To encourage research, innovation, and the adoption of sustainable and emerging technologies within the hospitality industry.
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To uphold and promote ethical conduct, integrity, and accountability among all members of the Association.To enhance public
awareness of the critical role that engineering and facilities management play in hospitality service delivery and operational
efficiency.

s MEMBERSHIP

The membership of the Association shall comprise the classes listed herein below -

4-1 Honorary Member
4-2 Fellow Member

4-3 Corporate Member
4-4 Graduate Member

4-5 Technician Member




5-1

5-2

5-3

5-4

5-5

5-7

5-8

5-10

5-11

4-6 Student Member

4-7 Visiting Member
4-8 Firm Members

4-9 Institutional Member

4-10  Associate Member

QUALIFICATIONS FOR MEMBERSHIP

Honorary Member - shall be a person whom the Executive Council considers to be eligible by virtue of eminence in arts,
science or literature; or by services rendered to the Association or its associated professions; or by other outstanding and

relevant attributes.

Fellow Member - shall be a corporate member who has been nominated by the Executive Council and declared Fellow by
the resolution of the general meeting at the commencement of this class of membership and thereafter corporate member

who has fulfilled such conditions prescribed by the By-Laws.

Corporate Member - shall be a person who was declared to be Corporate Member at the inaugural meeting of the
Association. Thereafter the inaugural meeting, a corporate member shall be a person who has passed prescribed

Registration Board checks and have fulfilled such conditions as the By-Laws prescribe.

Full Member - shall be a practicing person in a reputable hospitality set up, a person who has passed prescribed
accredited university degree examinations in urban and/or regional planning and has fulfilled such conditions

as the By-Laws prescribe.

Technologist Member -shall be a practicing person who has served in the industry and grew up ranks passed
prescribed College Btech, HND, examinations in urban and/or regional planning and has fulfilled such

conditions as the By-Laws prescribe.

Technician Member - shall be a person who has passed prescribed College Diploma examinations in urban and/or regional

planning and has fulfilled such conditions as the By-Laws prescribe.

Student Member -shall be a person who has enrolled in urban and regional planning study in institutions of higher learning

and has fulfilled such conditions as the By-Laws prescribe.

Visiting Member -shall be a person who is in East Africa for not more than six months and has fulfilled such conditions

as the By-Laws prescribe.

Firm Member -shall be a professional town and country planning firm in East Africa which has fulfilled such conditions

as the Bye-Laws prescribe.

Institutional Member -shall be a professional body or association and country planning institution or society in Kenya

and has fulfilled such conditions as the By-Laws prescribe.

Associate Member — shall be a person with university non-accredited degree who is currently in practice and demonstrated
understanding of hospitality and facility management issues and has fulfilled such conditions as the By-laws prescribe.
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6-1

6-2

VOTING MEMBERS

All Fellow Members, Corporate Members, Technologist Members, Technician Members and the Graduate Members of the
Association shall be voting members.

Non-voting members of the Association shall be Honorary Members, Student Members, Visiting Members, Firm Members
and Institutional Members. They shall not vote at the Annual General Meetings, other General Meetings, or Meetings of
the National Council.




7-1

7-1.1

7-1.2

7-1.3

7-14

7-1.5

7-2

7-2.1

7-2.2

7-3

ORGANIZATION STRUCTURE OF THE ASSOCIATION

The Association is a national organization representing town, county, regional and country planners in Kenya. The
Association is run and managed by the Executive Council and represented in each region by a country officials in
committee .

COMMMITTEE

A Committee of the Association may be formed in any Region/County where this is so requested by the members living,
working, and/or conduct business there.

The Committee shall be established in a manner and upon such conditions as agreed by the Executive Council.

The Committee shall manage and oversee the activities of the Association in East Africa and on behalf of the
Executive Council.

The Committee shall consist of the following members - Committee Chairman, Committee Vice- Chairman,
Committee Secretary, Committee Assistant Secretary and Committee Treasurer.

The term of the Committee member shall be three years. A member of the Committee shall be eligible to hold the same
office for only one more term of 3 years.

THE EXECUTIVECOUNCIL

The Executive Council shall be composed of the office bearers of the Association;

The term of the office of the Executive Council shall be for only one term of five years. An Office Bearer shall not
be eligible to hold the same office in the immediate subsequent term.

EXERCUTIVE COUNCIL OFFICE BEARERS

The following office bearers, who shall constitute the Executive Council, shall be elected every five years by the
members of the Association by means of a popular ballot conducted in accordance with by-law 21-3, 21-4, 21-5, 21-6,
and 21-7.

The election of office bearers should reflect regional, county, and gender spread and balance.

- Chairman/Chairlady

- Vice-Chairman/Vice-Chairlady
- Secretary

- Assistant Secretary

- Treasurer

- Assistant Treasurer

- Registrar

- Assistant Registrar

- Organizing Secretary

- Assistant organizing secretary




74 DUTIES OF THE OFFICE BEARERS

Duties of the Office Bearers of the Association shall be as follows:

7-41  The Chairman, Duties of the Office Bearers of the Association shall be as follows:
The Chairman, shall preside over all meetings of the Association and the Executive Council. The Chairman shall also be responsible
for oversight over policy formulation of the Executive Council. In case the office of the Chairman falls vacant, the Vice-Chairman
shall occupy the office until the next date of election.

a. He/she will be responsible for chairing the meetings

b. He/she will be one of the Signatories

c. He/she will be acting and coordinating on behalf of the HEFMA(EA). in all transactions and negotiating partnerships with
other organizations.

d. The chairman will be chairing all the annual general meetings, special general meetings as well as executive meetings.

e. He/she will be the appointing authority subject to approvals, Recommendations as well as vetting successfully done by
human resource, Administration committee and welfare committee

f.  He/she can delegate any responsibilities to his assistant or any of the EC members

g. He /she will be the only authority to permit opening of a HEFMA(EA). Chapter (clause 12)

In case the office of the Chairman falls vacant, the Vice-Chairman shall occupy the office until the next date of election.

7-4.2  The Vice-Chairman The Vice-Chairman shall perform the duties of the Chairman in his/her absence; the Vice Chairman
shall alsoperform any other responsibilities as delegated by the Chairman and the National Council. 6 7-4.3
a. He/she will perform all the responsibilities of the chairman in times of his/her absence

a. He/she will be the principle assistant of chairman of HEFMA(EA).
b. He/she will perform all other duties assigned to by the chairman.

c. However will not be one of the signatories of the association




7-43

The Secretary The Secretary shall be in charge of and oversee administration in the Secretariat. The Secretary will liaise with
the Secretariat in dealing with and handling all correspondence of the Association under the general direction of the National
Council. The Secretary shall be responsible for the safe keeping of all correspondence, agreements, titles, documents and
records of the Association.

Will be responsible for keeping all records of HEFMA(EA).

Will be responsible for taking minutes during all meetings

Will be responsible for filing records.

Will be the head of all the secretaries of the chapters.

Will be the custodian of all the original minutes of the chapters as they keep all copies of the same..

Will be one of the signatories of association account. He/she will perform all other duties assigned to by the
chairman

mo a0 o

7-4.4 The Assistant Secretary -shall perform the duties of the Secretary in his/her absence and any other responsibilities as
delegated by the Secretary and the Executive Council.

1. Will be the principal deputy of the Secretary.
il. However will not be one of the signatories of the association

iil. Will be eligible to head the subcommittees

iv. Will be in charge of all logistics in meetings
V. Will be responsible for identifying venues of meetings, seminars, conferences, Trainings and functions of
HEFMA(EA)..
vi. Will be in charge of mobilizing members for events
vii. Will be the custodian of the events calendar of HEFMA(EA)..
viii. He/she will perform all other duties assigned to by the chairman or EC

7-4.5 The Treasurer, acting acting under the general direction of the Executive Council, shall cause to be kept the proper books
of accounts, prepare budgets, and financial reports of the Association.

a.
b.

C.

Will be the custodian of all the funds of HEFMA(EA) and chair of finance team

Will be responsible for banking of all monies of HEFMA(EA)..

Will be the head of all the treasurers and finance management team of HEFMA chapters.

Will be responsible for designing and coming up with the best formula and method of membership payments

He/she will perform all other duties assigned to by the chairman

7-4.6 The AssistantTreasurershall shall perform the duties of the Treasurer in his/her absence and any other responsibilities as
delegated by the Treasurer and the Executive Council.

a)
b)
<)
d)
e)

2
h)

Will be responsible for advising the association of best possible ways to raise funds

Will be advising HEFMA(EA). on investment opportunities

He/she will be responsible for negotiations on loans and grants on behalf of HEFMA(EA). and its chapters.
Will be in charge of designing project proposals.

Will be advising the HEFMA(EA). on financial implications on any decisions about to be taken by HEFMA(EA). before
implementation

Will be preparing budgets and estimates and present it to HEFMA(EA). every end of financial year.
Will be responsible for paying taxes and updating HEFMA(EA). on any pending payments.

Any other duties assigned to by the chairman.

7-4.7 The Registrar shall cause to maintain a Register of all members. The Register shall contain a member’s full name, address,
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qualifications, and class of membership. The Registrar shall cause to maintain an upto date list of members, and shall receive
applications for membership.

a)
b)
<)
d)

Will be the head of all the staff of HEFMA(EA). excluding the executive council members.
He/she will be in charge of mobilisation of manpower in case of any event or activity.
He/she will make sure full implementation of a resolutions approved by HEFMA(EA).

He/she will be responsible for identifying and approving office sights for all HEFMA(EA). officers including that of the
chapters.

He/she will be in charge of all the movable property of HEFMA(EA).

He/she will perform all other duties assigned to by the chairman.

7-4.8 The AssistantRegistrars shall perform the duties of the Registrar in his/her absence and any other responsibilities as
delegated by the Registrar and the Executive Council.

a)
b)
<)
d)
e)

Will be in charge of all logistics in meetings

Will be responsible for identifying venues of meetings, seminars, conferences, Trainings and functions of HEFMA(EA)..
Will be in charge of mobilising members for events

Will be the custodian of the events calendar of HEFMA(EA)..

He/she will perform all other duties assigned to by the chairman

Organising Secretary -

a) Will be in charge of all legal affairs of HEFMA(EA).

b) Will advice on the legal implications of any decision or resolution about to be taken by HEFMA(EA).
¢) Will draft contracts and agreements on behalf of HEFMA(EA).

d) Will prepare MOUs and participate in witnessing signing of the same.

e) Will be the custodian of all the documents of HEFMA(EA). including certificates, agreements, licences, permits,
authorization papers and other legal papers.

f)  Will be in charge of committees formed by the chairman on matters concerning legal issues.

g) Will be in charge of managing research and reports.
h) In charge of identification of training needs and opportunities.
i)  Will be responsible for coordinating with hospitality members, manufactures and industry stakeholders on matters

affecting sector

Assistant Organizing Secretary

a) Will be in charge of all social matters and advice HEFMA(EA). on the best way forward.

b) Design and implement ways handle members’ personal problems.

¢) In charge of all sport activities organized, participated by HEFMA(EA).

d) Will be in charge of arrangement and all logistics after any accident including death to participate.
e) Other related matters

f) Any other duties assigned by the chairman or EC
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s.  MANAGEMENT OF THE ASSOCIATION

8-1 Secretariat and Administration
8-1.1  The Association shall establish and maintain a Secretariat.

8-1.2 The management of the affairs and business of the Association shall be in accordance with this Constitution. The management

of the Association shall also be based on the policy guidelines formulated by the Executive Council.
8-1.3 The Exercutive Council shall appoint a qualified Executive Officer to carry out and implement policies of the Exe Council.
8-1.4 The Exe Council shall cause to be kept proper administration system through the Secretariat headed by the Executive Officer.

8-1.5 The Secretary of the Association has direct oversight administration of the Secretariat. The Executive Officer shall report

to the Secretary.
8-2 Financial Management

8-2.1 The Executive Council shall cause to be kept the funds and resources of the Association and use for the furtherance of its

objects.

8-2.2  The Executive Council shall cause to be kept proper records of accounts for the capital, funds, receipts and expenditure of
the Association, so that the true financial state and condition of the Association may at all times be exhibited by such

accounts and shall be available to members for scrutiny, if required.
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8-23

8-2.4

8-2.5

8-2.6

9.

10.

10-1

10-2

10-3

10-4

11.

11-1.

11-2.

11-3

11-4

11-5

11-6

The Financial Year of the Association shall end on the 31% day of December in each calendar year;

The accounts of the Association shall be made up each year ending 31% day of December and after having been approved

by the Executive Council and audited by elected Auditor.
The financial report and audited accounts shall be presented to the next Annual General Meeting.

Auditors shall be elected annually at the Annual General Meeting. They shall have access at all reasonable times to the

accounts and securities, and shall report thereon to the next Annual General Meeting.

ENTRANCE FEES AND SUBSCRIPTION

Entrance fees and subscription shall be paid to the Association in accordance with the amounts as prescribed in the by-

laws. Any member who has not paid his/her annual subscription, or who is a defaulter under the by-laws, shall not vote.

GENERAL MEETINGS

The General Meetings of the Association shall be convened by the Secretary in coordination with the Organizing Secretary,

or as the Executive Council shall instruct, or as the By-Laws may prescribe.

There shall be at least one General Meeting held in each year, which shall be known as the Annual General Meeting, at
which the business shall include receiving a report from the Chairman, the Secretary, the Treasurer, the Registrar, the

Trustees, the Auditors and the appointment of Auditors;

At all meetings of the Association, the Chairman or, in his absence, the Vice-Chairman or, in the absence of both these

officers, a member selected by the Exe members present, shall take the chair.

Resolutions shall be decided by simple majority of eligible voting members in a secret ballot. In the case of equality of

votes the person who occupies the chair shall have a second or a casting vote.

BOARD OF TRUSTEES

There is established a Board of Trustees

Members of the Board shall be appointed by a resolution of the Annual General Meeting of the Associationat which the

Appointment of Trustees is properly upon the agenda.
Tenure of the Trustee shall be maximum of seven years non-renewable term.

There shall not be less than three or more than five Trustees and they shall be Fellow or Corporate Members of the

association.

Trustees shall cause to be kept audited accounts of investments, securities and immovable property acquired by the

Association and vested in the name of the Trustee Deed.

Board of Trustees shall present an annual report and annual audited accounts to the Annual General Meeting of the

Association.
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12.

13.

14.

14-1

14-2

15.

15-1

15-2

15-3

16.

16-1

16-2

16-3

16-4

17.

PROFESSIONAL AFFIXES

Fellow and Corporate Member may use professional affixes in the manner and on such conditions as the By-Laws

prescribes.

PROFESSIONAL CONDUCT

Every member and firm shall be bound by the Principles of Professional Conduct and to the Code of Conduct published
in the Bye-Laws.

BY-LAWS

The Executive Council is empowered to create, revoke or amend By-Laws to regulate all matters referred thereto by this
Constitution and on any other matters on which regulations are required which are consistent with the Constitution. The

creation, revocation or amendment must be properly on the agenda.

The creation, revocation or amendment of By-Laws concerning the scale of entrance fees, of fees for advancing from one
class of membership to another, and of annual subscription shall only be effected by a resolution of General Meeting at

which the same is properly on the Agenda.

AMENDMENT OF THE CONSTITUTION

This Constitution may be amended by a resolution of the Annual General Meeting at which the proposed amendment is

properly on the agenda.
Such resolution shall be voted in favour by two-thirds of those present and entitled to vote in secret ballot.

Amendment to the constitution cannot be implemented without prior consent in writing of the Registrar, obtained upon
application to him made in writing and signed by three of the office bearers.

DISSOLUTION

The dissolution of the Association shall be by a resolution of the Association in a General Meeting at which proposed

dissolution is properly upon the agenda.
Such resolution shall be voted in favor by two-thirds of those present and entitled to vote in secret ballot.

In the event of the dissolution of the Association, the Executive Council last in office shall in consultation with the Board

of Trustees, decide upon the disposal of the Association funds, investments, securities and property.

That such disposal shall be in accordance with the objects of the Association described in Article 3 above.

INTERPRETATION
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17-1 Any dispute arising out of the interpretation of this Constitution or of the By-Laws shall be referred to a panel consisting

of three persons.
17-2 One of the members shall be an advocate of the High Court of Kenya appointed by the Executive Council.

17-3  The second member of the panel shall be a Fellow member of the Association nominated by the Fellow members.
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17-4

18.

18-1

18-2

18-3

18-4

The third member of the panel shall be a Trustee nominated by the Board of Trustees. The Trustee shall chair the panel.

DISPUTE RESOLUTION

Whenever a member has complaint against the Executive Council and/or Association, such complaint shall be reported in

writing to the Secretary of the Association or through the Registrar office
The Secretary shall then refer the matter to the Executive Council for amicable determination.

If such a resolution as provided in Article 18-2 fails, the Secretary shall refer the matter to the Institution of Arbitrators in

Kenya to appoint a single Arbitrator to hear the matter and give final determination.

A member reserves the right to seek redress in the Court of Law.
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BY-LAWS OF THE TOWN AND COUNTYPLANNERS ASSOCIATION
OF KENYA

The By-laws of the Association are as the number listing given below

1. DEFINITION OF TERMS
2. HONORARY MEMBER
3. FELLOW MEMBER

4. CORPORATE MEMBER
5. GRADUATE MEMBER
6. TECHNICIAN MEMBER
7. STUDENT MEMBER

8. VISITING MEMBER

9. FIRM MEMBER

10. INSTITUTIONAL MEMBER

11. ASSOCIATE MEMBER

12. MEMBER DECLARATION

13. APPLICATION FOR MEMBERSHIP

14. ELECTION OF MEMBERS

15. PRIVILEGES OF MEMBERS

16. CONTINUOUS PROFESSIONAL DEVELOPMENT PROGRAMME
17. PROFESSIONAL AFFIXES

18. FEES AND SUBSCRIPTIONS

19. TERMINATION OF MEMBERSHIP

20. ON TERMINATION OF MEMBERSHIP

21. REINSTATEMENT OF MEMBERSHIP

22. THE NATIONALCOUNCIL

23. ANNUAL GENERAL MEETINGS

24. OTHER GENERAL MEETING

25. FINANCIAL MANAGEMENT OF THE ASSSOCIATION
26. ADMINISTRATION AND MANAGEMENT

27. DISCIPLINARY POWERS

28. PRINCIPLES OF PROFESSIONAL CONDUCT

29. CODE OF CONDUCT
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30. PRESCRIBED EXAMINATIONS

31. APPROVED FEES AND SUBSCRIPTION FOR MEMBERSHIP
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32.

RECOMMENDED SCALE OF PROFESSIONAL FEE
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1.

1-1

1-2

1-3

DEFINITION OF TERMS

'The Constitution' shall mean the Constitution of the Hospitality Engineers and Facility managers EA.

'Approval' or 'approved’' shall mean the approval of or by the Executive Council or County Committee of the
Association.

As an illustration - By-law 1-3 shall be abbreviated as BL1-3.

N/B you only become a HEFMA member once the council has approved and you have made full membership fee and registrar has
issued you a certificate.

2-1

2-2

3-1

3-2

4-1

4-3

HONORARY MEMBER

The Exe Council may invite a member or other person to be enrolled as Honorary Member. The proposal shall be
put to a General Meeting and, if supported by two thirds of those present, the Secretary shall write a letter of
invitation to that person. .If the invitation be accepted, that person shall be enrolled as an Honorary Member of
the Association for such time as the General Meeting may decide.

Honorary Membership shall be best owed on a person that has shown exemplary support to the profession and the
Association.

FELLOW MEMBER

Fellow Member shall be:

That professional town planner and corporate member nominated by the Exe Council to the class of Fellow and
admitted by the General Meeting.

To qualify as a Fellow, a candidate shall have:

(a) Attained the age of 50 years and above,
(b) Been a corporate member for a period of not less than 10 years,
() Advanced the objects of Association by outstanding leadership and performance in the Association,

international organisations, received professional awards, authored publications, staged exhibitions,
made technical presentations and innovations locally or internationally.

CORPORATE MEMBER

Corporate Member shall be:

That person declared to be Corporate Member at the inaugural meeting of the Association.
That person who is elected as Corporate Member as provided for in the By-laws.

To qualify for election as a Corporate Member, a candidate shall have:

(a) Attained the age of 18 years; and

(b) beenan engineer in private practice, an employee of a professional engineering firm; or

20



employee in a public office in the national/county governments, or academic and research institution or
be otherwise engaged in hospitality work.

() Sat and passed the relevant professional checks or examination prescribed in the By-Laws; and

(d) been registered by the relevant registration Board of town planners in Kenya.

FULL MEMBER

Full Member shall be:

21



5-1

5-2

5-3

6-2

6-3

7-1

7-3

8-1

8-2

8-3

That person declared to be Full Member at the inaugural General Meeting of the Association.
That person who is elected as Full Member as provided for in these By-laws.

To qualify for election as a Full Member a candidate shall have:

(a) Attained the age of 18 years; and in practice

(b) Has attained an undergraduate or masters degree in urban and/or regional planning from a university
accredited by the Association

() Been an employee of a professional town planning firm, or of a hotel or facility or
academic/research institution in hospitality set up

TECHNOLOGIST & TECHNICIAN MEMBER

Technician Member shall be:

That person declared to be Technician Member at the inaugural General Meeting of the Association.
That person who is elected as Technician Member as provided for in the By-laws.

To qualify for election as a Technician Member a candidate shall have:

(a) Attained the age of 18 years; and

(b) Hold diploma in town and/or regional planning from institution recognised by the Association

(¢) Been an employee in a town planning firm, or an established hotel or facility or academic or research
town planning institution.

STUDENT MEMBER

Student Member shall be:

That person declared to be Student Member at the inaugural General Meeting of the Association.
That person who is elected Student Member as provided for in the By-laws.

To qualify for election as a Student Member a candidate shall have:

(a) Attained the age of 18 years; and

(b) Enrolled undergraduate/masters student of engineering in university accredited by the Association.

VISITING MEMBER

Visiting Member shall be:
That expatriate person who has attained the age of 18 years;

That expatriate person who is in East Africa on a temporary basis for not more than three years and is
attached as such to a private or hospitality set up

That person who is engaged or has previous qualifications by way of experience, training, university town
planning degree or have engineering registration in a country other than East Africa
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9.

FIRM MEMBER

Firm Member shall be:
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9-1

9-2

10.

10-1

10-2

11.

11-1

11-2

11-3

12.

12-1

13.

13-1

13-2

13-3

That firm declared to be a Firm Member at the inaugural General Meeting of the Association.

That professional engineering firm, in which at least one of the partners of an unlimited company; or one of the
directors and of a limited company is a Fellow, or Corporate member of the Association; and

Thatfirm that is elected Firm Member as provided in the By-laws.

INSTITUTIONAL MEMBER

Institutional Member shall be:
That institution declared to be an Institutional Member at the inaugural General Meeting of the Association.

That professional institute or society related to engineering profession, and to the principles and objects of the
Association and maintain the same professional standards of the Association; and

ASSOCIATE MEMBER

Associate Member shall be:

That person declared to be Associate Member at the inaugural General Meeting of the Association.
That person who is elected Associate Member as provided for in the By-laws.

To qualify for election as an Associate Member a candidate shall have:

(a) Attained the age of 18 years; and

(b) An undergraduate degree qualification, or equivalent in a non-accredited planning degree or a degree
with acceptable planning content; and

() Eligible experience in hotel or facility engineering, of varying number of years depending on the nature
of the academic and/or professional qualification held.Associate membership may be also available to
professionals who-

-Are full members of an overseas engineering body and can demonstrate that the planning body applies a
similar degree of rigour in membership election as HEFMA, OR

-Are full members of other related engineering professional Institutes/Associations.

MEMBER DECLARATION

All individual and legal persons who are declared or accepted to be members and all candidates for election as
members shall sign a declaration to abide by the Constitution and By-Laws of the Association, and to be bound
by the Principles of Professional Conduct and Code of Conduct promulgated by the Association.

APPLICATION FOR MEMBERSHIP

All candidates for election as Corporate, Full member, Technologist, Technician, Student, Visiting, Institutional
or Firm member shall complete an application form, sign the declaration required under By-law BL 12-1above
and submit it to the Secretariat for the consideration by the Executive Council.

All candidates for election shall be proposed and seconded by respective class members; provided that no
candidate shall be proposed or seconded by the Chairman of the Association.

In making application for membership, a candidate shall state the class of membership for which he/she considers
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himself/herself to be eligible and shall pay an entrance feeand the first annual subscription in accordance with By-
law BL31-1 and BL31-2
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The ExecutiveCouncil shall be entitled to change the application in regard to the class at the time of election if
they consider that such change is appropriate in view of the candidate's qualifications.

All applications for membership shall be signed by the Executive Secretary/Chairmanand
Association Secretary/Registrar upon confirmation by the Regional Council and Exe Council at the first
opportunity.

Should additional information or any investigation be required by the Regional and/or Exe Council or by a
membership committee, an application may be held in suspense until such additional information is received.

ELECTION OF MEMBERS

Election shall be by a majority vote.

In the event that an application is rejected,

(a) These application or entrance fee paid shall not be returned to the applicant.

(b) The first annual subscription shall be returned to the applicant;

() Unless in a particular case the Exe Council otherwise decides, the applicant shall be given a short
summary of the reasons for rejection but no other correspondence or legal proceedings shall be entered
into;

(d) The applicant may not re-apply for membership for a period of three months from the date of the decision

of the Exe Council;

(d)  Any such applicant may appeal to a special appeals committee constituted by the Exe Council whose
decision shall be final.

Upon election, the Registrar shall inform the applicant and shall enter the name of the candidate in the Register
of Association and issue a certificate of Membership and Practicing card.

A member wishing to advance to another class of membership shall make a new application as provided in the
By-laws.

PRIVILEGES OF MEMBER

Member of all class shall have the right to attend General Meetings of the Association and may join in all
discussions and participate in all Association activities of the county and international levels.

Only voting members are eligible to vote at the General Meetings and meetings of the Regional Council
and Exe Council. Non-voting members shall not vote at any of the aforesaid meetings.

All members shall have the right to participate in any activities of the Association by attending or subscribing
to:

a) Conferences, seminars, exhibitions and presentations.

b) Cooperative societies and mortgage schemes;

¢) Professional and medical insurance schemes;

d) Benevolent Funds and Bursaries;

e) Documents and stationeries;

f) Journals and publications; and

g) Any other activities approved by the Regional Council and/or Executive Council.
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16.

16-1

CONTINUOUS PROFESSIONAL DEVELOPMENT
PROGRAMME

All members shall participate in the Continuous Professional Development Programme conducted by the

Association.
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20.

All members shall obtain the minimum recommended credit points to retain their membership by attending the
Continuous Professional Development programs which are accredited by the Executive Council from time to time.

PROFESSIONAL AFFIXES

All Fellow Members shall be entitled to use the following affix: FHEFMA
All Corporate Members shall be entitled to use the following affix: MHEFMA

All Institutional and Firm Members shall be entitled to cite their affiliation with the Association on their official
stationary as:Affiliated Member of the HEFMA

No other affixes shall be used by any member in relation to membership of the Association.

FEES AND SUBSCRIPTIONS

The Executive Council shall recommend to the Annual General Meeting about the amount of fees payable for
Entrance, Transfer of Membership Class and Annual subscription as revised and updated from time to time.

All applications for the Transfer of Membership Class and Entrance shall be accompanied by the requisite
application fees and annual subscription.

Annual subscription shall be due on the 1%day of January every year and shall be payable by the 315 day of
March.

In the case of a member elected after the 15 October, the subscription shall be deemed to be payment for the
following year.

The Registrar in liaison with the Secretariat shall cause notice for the renewal of annual subscriptions by the
31%'December of every year.

The defaulting members, whose subscription fall in arrears after 315*March, shall be notified by the Registrar in
liaison with the Secretariat advising such member that his/her annual subscription has been outstanding for a
period of three months and sent by registered post or electronic mail to the address last mentioned on the Register.

TERMINATION OF MEMBERSHIP

Membership of the Association may be terminated by the Executive Council -

- onreceipt by the Exe Council of a letter of resignation from a member; or

- upon being notified of the death of a member; or

- in the case of Corporate Members, if an application for registration by the appropriate Statutory Registration
Board is refused or, being already so registered, the member ceases to be eligible for registration; or

- if an annual subscription which is properly due from a member remains unpaid for a further 31 days after a
letter has been written on the instructions of the Exe Council in accordance with By-law BL.18-6 above; or

- in the event that a member, after having been warned by the Exe Council in writing, fails or refuses to abide
by the Constitution or By-laws of the Association; or

- in the event that a member is found by the Exe Council to be guilty of unprofessional conduct such as to
warrant the termination of his’/her membership; or

- in the case of Visiting Members on leaving Kenya or after being a Visiting Member for three year whichever
shall be the earliest.

ON TERMINATION OF MEMBERSHIP
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On termination of membership, the name of the member shall be removed from the Register of the Association
and the member shall be so advised in writing by the Registrar.

On termination of membership, the member shall return any Certificate of Membership which may have been
issued by the Association and Exe Council through registrar office will declare counselled

On termination of membership a member shall not be entitled to any refund of annual subscription.

REINSTATEMENT OF MEMBERSHIP

Any member whose name is removed from the Register of the Association may be reinstated at the discretion of
the National Council and on such terms as they may consider appropriate.

THE EXECUTIVE COUNCIL

The Executive Council of the Association shall comprised the office bearers
TheOffice Bearers of the Association shall be:

a) Chairman/Chairlady

b) Vice-Chairman/Vice-Chairlady
c) Secretary

d) Assistant Secretary

e) Treasurer

f)  Assistant Treasurer

g) Registrar

h) Assistant Registrar

i)  Organizing Secretary

j)  Assistant organizing secretary

The Executive Council office bearers shall serve for one non-renewable term of five years only and with no
option for re-election in the same office position.

The members of Regional Committee shall serve for a term of 3 years, and are eligible for re-election for only one
further second term of three years.

Notice for the Annual General Meeting declaring elections of the Office Bearers shall be sent out by the Secretary
at least three weeks before each Annual General Meeting to all members.

During the Annual General Meeting at which elections is an item on the agenda, the meeting shall appoint a
Trustee member who shall act as the Returning Officer for the purposes of election provided that the Trustee does
not have any vested interest in the elections.

The Returning Officer shall receive the nominations from the floor for the election of the Office Bearers and
conduct the elections and declare the results.The Returning Officer shall take the chair at the commencement of
elections and cease to be a Chairman immediately after declaring the results of the elections.

During such elections, the nomination of a member for election must be made with his/her consent and shall be
proposed and seconded by not less than five voting members present.

Elections shall be conducted by secret ballot. The ballot paper will be obtained from the Returning Officer.
The election of office bearers shall reflect gender, county/country and regional spread and balance.

Office Bearer for position of Chairman/Chairlady, Vice-Chairman/Vice-Chairlady, Secretary, Treasurer, and
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Registrarmust be a Fellow or Corporate member of the Association. .Office Bearer for position of Assistant
Secretary, Assistant Treasurer, or Assistant Registrar may be a Full member.

22-12 The Exe Council shall hold at least a quarterly Meeting in March, June, September and December each year.
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At all meetings of the ExceCouncil, the Chairman or the Vice-Chairman or in their absence a member selected by
the meeting shall take the chair. Quorum at the meeting shall be three members.

Resolutions shall be decided with a simple majority by secret ballot and in case of a tie, the person occupying the
chair has a second or the casting vote.

The Exe Council shall expel any elected member from the Council if the member remains absent for three
consecutive meetings, with or without apology.

The Exe Council may appoint a Convenor to any standing or ad-hoc committee as it may consider necessary from
time to time. A Convenor of such a committee shall have power to co-opt any interested member of the
Association.

The Exe Council shall nominate all the representatives to various organisations and/or committees of the
NationalCouncil.

The Committees, appointed as per By-Law BL.22-16 and the representatives nominated as per By-law BL.22-17
above, shall have no right to incur any expenses on behalf of the Association unless specifically authorised by
the Exe Council.

The Exe Council shall approve and accredit the Continuous Professional Development Programmes and determine
the criteria for awarding the credit points from time to time and as per By-laws BL.22-20

Continuous professional development programs will be credited in consultation with the professional regulatory
or registration board.

The Executive Council shall appoint members of the County/Country or Regional Committee.

ANNUAL GENERAL MEETINGS

The Annual General Meeting shall take place not later than the last day of February in each year and shall mark
the beginning of the session. There shall be held at least one Annual General Meeting per year.

The Annual General Meeting shall be convened by the Secretary giving at least 21 days notice and agenda in
writing and on the instructions of the NationalCouncil or on receipt of a written requisition from twenty (20)
Voting Members stating the business to be conducted.

The business of the Annual General Meeting shall include:

(a) Receiving reportfrom the Chairman

(b) Receiving report from the Secretary

(c) Receiving a report from the Treasurer and approving of annual budget

(d) Receiving and approving annual audited accounts by the Auditor (Can be external Auditors)

(e) Conducting and receiving results of the elections for the Exe Council Office Bearers when due every
5" year

® Debate on any other business for which the notice of 14 days has been given to members.

The quorum at the Annual General Meeting shall be 30 Voting Members.

OTHER GENERAL MEETINGS

Any General Meetings shall be convened by the Secretary giving at least 21 days notice in writing accompanied
by an agenda sent to all members.

Or on receipt of a written requisition from ten (10) Voting Members stating the business to be conducted.

24-3 The quorum at the General Meeting shall be 20 Voting Members.
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FINANCIAL MANAGEMENT OF THE ASSOCIATION

Source of funds received and generated by the Association includes.

(a) Application fees and annual subscriptions

(b) Sale of documents and publications

() Profit generating activities

(d) Conferences, seminars, workshops, exhibitions etc
(e) Continuous Professional Development programmes
® Donations and other lawful sources

All funds received and generated shall be allocated as per the financialbudget and Policy determined and
announced at the Annual General Meeting every year.

The financial year shall be end of the 31% of December and all accounts and balance sheets shall be prepared to
that date.

Bank accounts shall be opened and maintained at a bank, approved by the Exe Council, in which all funds shall
be deposited and from which all payments shall be paid.

The three joint signatories to the bank accounts and the cheques shall be the Treasurer, Secretary and Chairman.

The Association may institute legal proceedings against any office bearer whom the Exe Council has evidence to
have misappropriated funds of the Association.

ADMINISTRATION AND MANAGEMENT

The Exe Council will be responsible for the entire management of affairs of the Association.
The Regional Committee shall have delegated authority of the Exe Council at the County.
The Executive Council shall undertake the following responsibilities:

(a) Establish a marketing and public relations framework for the profession and Association.
(b) Facilitate professional education, training and practice.

(¢) Establish and implement Continuous Professional Development (CPD)programmes

(d) Maintain professional ethics and conduct.

(e) Affiliate and subscribe to international and regional organisations.

(f) Facilitate and regulate membership into the Association.

DISCIPLINARY POWERS

Should any complaint be received in writing by the Secretary concerning the conduct of a member, the matter
shall be reported to the Executive Council and if the Council rules that the matter be investigated, the Secretary
shall send a copy of the complaint by registered letter or electronic mail to the member concerned.

The Executive Council shall make such investigations as it considers appropriate and the member shall be invited
to appear before Complaints Committee appointed by the Council for the purpose and consisting of three members
— Fellow member (as chair), and Registrar and a corporate member.

Ifthe said invitation shall not be accepted or refused within one month of the date thereof the investigations shall
proceed in absence of the member.
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27-4 The member shall have the right to be represented by any appointed person or lawyer.
27-5 Unless the member otherwise agrees, the investigation shall be held in camera.

27-6 Decisions of complaints committee shall be by secret ballot.
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A record of the proceedings of the complaints committee shall be kept and, unless the member otherwise agrees,
the record shall be confidential. The proceedings, recommendation report of the complaints committee shall be
forwarded to the Executive Council for adoption and decision making.

After completing its investigations and receiving complaints committee report,the Executive Council shall by
secret ballot find the member guilty or not guilty of professional misconduct and shall at its discretion either:

(a) exonerate; or

(b) warn; or

(¢) reprimand; or

(d) suspend; or

(e) terminate the membership of the member

® The Secretary shall accordingly notify the member by registered post or electronic mail, the final

decision by the Exe Council.
The decision of the Exe Council shall be made public within the Association.
The decision by the Exe Council shall be final.
The decision and ruling of the Exe Council shall be reported to relevant statutory registration board.

Should the same complaint have been previously and separately made to the relevant statutory regulatory or
registration board and the board has held and concluded an enquiry and recorded its decision, then the Exe Council
may at its discretion waive its own investigations, note the decision of the board and take appropriate action under
the By-laws.

Should the same complaint be currently under investigation by the relevant statutory board, then the Exe Council
may postpone investigation by the Association until after the hearing before the board whereupon By-law BL. 27-
12 above shall apply.

PRINCIPLES OF PROFESSIONAL CONDUCT

A member shall always discharge duties and shall not commit any act which will have the effect of avoiding or
diminishing professional responsibility.

A member shall at all times be honest in dealings and decisions shall be made withintegrity of purpose.
A member shall at all time be free from corruption.
Professional advice by a member shall at all times be impartial.

A member must never place himself in a position where personal duties are likely to create aconflict with the
professional interest.

A member shall at all times act in an honourable manner towards professionalcolleagues.

A member may only advertise his/her professional services within the guidelines of thestatutory board regulating
the engineering and facility management profession.

CODE OF CONDUCT

Without derogation to the authority of the Exe Council for including other matters, a member shall be guilty of
professional misconduct if -

PROHIBITED EMPLOYMENT
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Being employed as employee, consultant, adviser or assistant to any employer firm or company under the
following conditions.
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(a) that he shall not act in a professional capacity for a third party to whom his/her principals owe contractual
duty; and

(b) that his/her name and professional affixes appear on the letterhead of the employer, firm or company in
any way other than in connection with his/her professional services to the employer, or firm or company;

DISCOUNTS ETC

Accept any discount, gift or commission from contractors or tradesmen whether employed upon his/her work or
not;

PROJECT MATERIAL

Own or have a commercial interest, either as a director of a company or as a consultant or advisor or as a
shareholder in any material, device or invention relating to a project without first informing his/her client thereof
and obtaining his/her sanction.

NAME PLATES

Exhibit their name outside the office in lettering more than 150mm in height or fail to exhibit official emblems of
the registration board and the HEFMA in approved size.

Display their name, name of the firm or the signature except on headed paper without including the word Hefma
on the site signboard, outside the office, reports or documents or drawings.

SITE NOTICE BOARDS

Allow their name or the name of a firm of which he/she is a principal or manager to be exhibited on any notice
board at a site being developed, alteration or extension unless the following restrictions are observed:

Such notice board shall show the name of the member or that of his/her firm but not both and shall contain no
descriptive matter about him or her other than professional affixes, qualifications, services provided, address and
both the official emblem stickers of the registration board and the Hefma

Such notice board shall show the name of the member or of his/her firm only if contract drawings or contract
documents have been issued under his/her or their name;

The above information shall be in lettering not more that 150mm in height and the notice board and its format
shall not be ostentatious;

Except with prior approval, the Council shall locate a notice board containing the above information for any one
site and such notice board shall be in proximity to the site.

SIGNING OF DOCUMENTS

Issue any hotel or facility being built either in town, county or national development plans, reports, drawings,
specifications, certificates, or final accounts unless the same bear his’her name or signature; that comply with
HEFMA requirements

Fail to affix both the official emblem stickers of the registration board and the HEFMA and professional licence
number, on the copies of drawings submitted to national council for approval, in a manner to be prescribed by the
Association, from time to time.
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297 PARTNERSHIPS

29-7.1 Share or agree to share fees, or enter into partnership or directorship in regard to professional services with any
person not registered or otherwise approved by the relevant Registration Boards, Provided that nothing herein
shall prevent a professional from entering into partnership or directorship, or shareholding with another;
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COMPETITIONS

Attempt in any way to secure work for which a competition has been instituted, except as competitor and in
accordance with the conditions of that competition until the conditions of competition have ceased to be operative;

Attempt to influence unfairly or dishonourably whether directly or indirectly the award in a competition;

Act as professional or joint professional for a work which is or has been the subject of a competition in which he
is or has been engaged as assessor;

As an assessor acts as a consulting hospitality profession unless he has been appointed as such prior to the
inception of the competition: Provided always that he may act as arbitrator in any dispute between the promoters
and the selected professional;

DESTRUCTION OF DOCUMENTS

Wilfully destroys their original documents and other documentary evidence necessary to verify their work until
six years after the final completion of the contract and the settlement of all accounts;

SUPPLANTING

Knowingly proceeds with work which was previously entrusted to another member before communicating with
the member previously employed and taking steps to ensure that the engagement of the other member has been
terminated.

Without prior approval of the Exe Council accepts a commission on a project where one or more members of the
consulting team are persons who are not registered by the Registration Board.

MONETARY INDUCEMENT

Obtain or attempt to obtain professional work by means of offering or paying monetary or other valuable
consideration or inducement to any person or persons or by any other improper means;

IMPARTIALITY

Act other than in an impartial manner between the employer and the contractor/supplier or interpret the conditions
of a contract other than with entire fairness as between all parties to the contract;

REDUCING FEES

Pay another member less than the fees agreed and form part of the terms in the conditions of engagement.

CONTRAVENTION OF BY-LAWS

Knowingly contravenes the provisions of the By-Laws of the Association or makes a false declaration in his/her
application for membership;
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29-15 PROFESSIONAL PRACTICE NOTES

29-15.1 As professional member not comply with Professional Practice Notes issued by the HEFMA registration board.

29-16 INCOMPETENCE
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Conduct themselves in a manner which the Association may deem incompetent, dishonourable or negligent in
connection with the professional work performed by him/her as a member of the Association.

PRESCRIBED EXAMINATIONS

CORPORATE MEMBER

Sat and passed undergraduate and/or master’s degree examinations in town and/or regional planning
administered by a university recognised by the Association, and

Sat and passed professional examinations prescribed by relevant regulatory or registration board.

FULL MEMBER

Sat and passed undergraduate and/or master’s degree examinations in town and/or regional planning
administered by a university accredited by the Association, and/or relevant registration board.

TECHNOLOGIST/TECHNICIAN MEMBER

Sat and passed HND or diploma examinations in town and/or regional planning administered by a college or
institution recognised by the Association, and/or relevant registration board.

APPROVED FEES AND SUBSCRIPTION FOR MEMBERSHIP

APPLICATION FEES

An application fee shall be paid with an application form for the membership or transfer from one class of
membership to another in accordance with the following scale:

Applicant for Fellow Membership Ksh. 15,000/~
Applicant for Corporate Membership Ksh.10, 000/~
Applicant for Full Membership Ksh. 5000/=
Applicant for Technologist Membership Ksh. 3000/=
Applicant for Technician Membership Ksh. 2000/~
Applicant for Student Membership Ksh.500/=
Applicant for Visiting Membership Ksh. 5,000/=
On advancing from one class to another Ksh. 1500/=
Firm Member Ksh. 10,000/~
Institutional Member Ksh.10, 000/~
Associate Member Ksh.5,000/=

ANNUAL SUBSCRIPTION

The first annual subscription shall be accompanied with an application for membership and thereafter the annual
subscription shall be paid on the 1% of January of each year. The scales for annual subscriptions shall be as follows:

Fellow Member Ksh.10, 000/=
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Corporate Member
Full Member
Technologist Member
Technician Member
Student Member
Visiting Member
Firm Member
Institutional Member
Associate Member

Ksh. 8,000/=
Ksh. 3000/=
Kshs. 2,000/~
Kshs. 1,000/~
Kshs.200/=
Kshs. 5, 000/=
Kshs. 10, 000/~
Kshs. 10,000/~
Ksh.8,000/=
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RECOMMENDED SCALE OF PROFESSIONAL FEES

As set out in the schedule of charges issued and approved by the Exe Council and as reviewed
from time to time. (A registration fee of Ksh 2000/= was passed by the Exe Council to help in
registration process, printing and other finances required before registration cert is out.. thereafter
members are supposed to pay a membership fee accordance with By-law BL.31-1 above )

The relevant conditions of engagement and scale of professional charges made by the
statutory regulatory or registration board.

42



