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Preparing a Fellow Honor Petition Package

Introduction

Preparing a Fellow Honor petition involves gathering, organizing, and presenting information that describes a lifetime of activities and achievements in the safety profession. This is a process that takes time: a well-prepared petition cannot be rushed.

To evaluate a nominee properly, the Technical and Professional Recognition Committee must have information not only on the scope and quantity of the nominee’s work, but also on the quality, breadth, significance, the Safety, Health and Environmental (SH&E) results of his or her activities and achievements.  Examples of outcomes as demonstrated by improving SH&E performance at a company, within a trade sector, contribution to the state of the safety profession or the body of knowledge of the safety profession should be included.  The committee is required to make its decisions based only on the information presented in the petition, so the utmost care should be taken to prepare a complete and well-documented petition package.  Please be sure to use the most current Fellow Honor criteria.

Guidelines to Follow When Preparing a Petition

The Technical and Professional Recognition Committee offers the following advice to assist petition preparers in their task.

General

· Look at the petition from the viewpoint of a petition evaluator. Does it respond to the requirements of each criterion? Are the SH&E achievements and activities well-documented?

· The petition coordinator  shall be  a Professional Member in good standing close to the nominee, for instance, a coworker, supervisor, subordinate, ASSE associate, etc.

· Sponsors should include those who can authoritatively attest to a nominee’s performance.  Sponsors who are not members of ASSE may be included, as long as there are at least 6 sponsors who are professional members in good standing.  Non-ASSE references should be included if they provide support and have a direct relation to one or more criteria addressed in the candidate’s petition. In addition, a petition for Fellow cannot be developed or sponsored by a TPRC member, Society Executive Committee member or ASSE staff. Society Executive Committee members may not be nominated the Fellow award.

· The petition coordinator will find it helpful to put together a small committee of associates to assist in preparing the petition. Each committee member can handle a specific part of the petition. The entire group should thoroughly review the Fellow requirements and then plan its work. Creating a Fellow or Awards and Honors Committee can be a rewarding project for a Chapter, Region, or Practice Specialty.

· Notify the nominee that a petition is being prepared, and ask him or her to assist in gathering data and writing the narrative sections. Remember the nominee is required to certify that the final petition is accurate and correctly reflects his or her achievements, results and activities.

· Describe the nominee accurately and in an objective manner.  The Committee is positively impressed by facts, specifics, samples, and an objective style, not by marketing.

· Petitions shall fall in size somewhere between a 10-page report on a nominee’s achievements and a 2-inch thick binder of significant documentation of the nominee’s career.  Be thorough and emphasize quality not quantity.  The submission need not be lengthy if it addresses the criteria effectively.

Documenting Activities and Achievements

· Remember that an activity does not necessarily result in an achievement. As honestly and objectively as you can, measure the achievements against the Fellow standards.

· Typically, a petition package contains a narrative description supplemented by supporting documentation on the 4 or 5 most significant accomplishments that apply to each mandatory criterion and to each of at least three optional criteria selected.  The same accomplishment will be credited under only 1 criterion.

· Submit materials under the appropriate tabbed criteria section; indicate when no material has been submitted under a tab.  Ex: Criterion 4 “Development and Direction of Beneficial Research – No submission for this Criterion. (Follow the system for organizing the materials at the end of this guide.)

· It is important that substantiating documentation and samples are included for most of the nominee’s significant achievements to provide evidence of the quality and scope of the work.  However, do not exclude information on an activity just because there is no record or substantiating evidence for it. Include what you can.

· A descriptive statement may tell the Committee what the candidate has accomplished. Supporting documentation and examples, provide expanded insight into the contributions and character of the nominee.

Documentation & Examples

· The next page lists some suggestions for the types of documentation and examples needed to substantiate achievements and activities. 

· Be as thorough as possible in the narrative descriptions, and be selective in the 

attachments and corroborating statements. It is important that the nominee’s role in achieving the significant, unique, and extraordinary results be easily determined by the Committee.

Activity/Achievement 

Supporting Documentation

Articles 
Comprehensive list of works and 1 or 2 examples in whole or in part.

Books





Table of contents and copyright page, with the 

number of copies distributed or sold, reviews, news releases.

Speeches




1 or 2 transcripts, in whole or in part.

Safety program development


Description of the program and results obtained.

Work-related activities that reduce

Letters or statements from superiors or outside

hazards or accident costs
sources attesting to the results (1 well-written statement will usually suffice).

Teaching or seminars 


State the nature and frequency of the activity,

copies of presentations in whole or in part, independent statement attesting to its value.

Membership development for


1 or 2 statements attesting to the activity’s value.

a Chapter, Practice Specialty, or other

organization

Curriculum development at


Copy of the program description and 1 or 2

a college/university



statements attesting to its value.

Chapter, Section, or Practice Specialty
Description of the nominee’s specific contribution






and its relationship to the results. 

Society activities



List what took place, at what level, with statements 

attesting to the details of 1 or 2 of the best or most 

visible activities.


Sources of Documentation

Records to help document activities and achievements can be found in the following places:

· Job-related accomplishments can usually be described best by the nominee. Records are at the nominee’s firm, and available through a superior, secretary, coworker, or subordinate.

· ASSE-related activities are on record with the Chapter, Region, or Practice Specialty, and available through:

· Chapter and Practice Specialty past and present officers, Society staff, Regional Vice Presidents, etc.

· College and university activity records are available from professors, department heads or deans, secretaries, or students.

· Government offices usually have records and information on members’ involvement in government commissions, agencies, special task forces, etc.

· The U.S. Patent Office can provide verification on patents received, and the Library of Congress can provide information on copyrights.

· Publishers and magazine editors can provide information on books, articles, and other publications.

Required System for Organizing Petition Materials

Please note that petitions received but not organized in the format will be returned immediately for reorganization.  Such a petition can be resubmitted if the deadline has not passed.  All petition materials must be bound in a loose-leaf binder, report cover, or other means of binding.

· The first section (unnumbered) should contain:

· Transmittal letters

· Fellow Nomination Form

· Fellow Reference Forms

· Resume/summaries

· Tabs One - Nine should address the individual criteria.

· Within each tabbed section, please organize the materials as follows:

· Description of how the candidate meets the criteria

· Specific support documents (which cannot appear under other criteria)

· Reference pages from supporting ASSE members for this specific criteria

· Optional sections with no submission should be clearly indicated

	Tab Number
	
	Contents

	Petition Application
	a.
	Transmittal letters from sponsoring chapter, practice specialty, region, section, or individual member, including the name, address and phone number of a contact person.

	
	b.
	Fellow Petition Nomination Form, signed by the petition coordinator and nominee.

	
	c.
	Signed Fellow Reference Forms from the petition’s 6 sponsors.  There may be Fellow Reference Forms from additional members or non-members.  These reference forms comment on and support the criteria with specific knowledge of the nominee’s achievements, results and significant contributions to the safety profession.

	
	d.
	Resume or biographical statement of Fellow nominee, including name, address and phone number.

	1 - 9

(one tab for each criterion)

1.0

2.0

3.0

4.0

5.0

6.0

7.0

8.0

9.0
	
	Mandatory Criteria for Fellow Honor

Professional Competence and Demonstrated Achievement

Service to the American Society of Safety Engineers

Optional Criteria for the Fellow Honor

Should demonstrate how at least three of the seven criteria have been met.

Development of New or Expanded Methodologies/Philosophies

Development and Direction of Beneficial Research

Promotion of the Safety Profession

Inventions and Copyrighted Material

Safety and Health Public Service

Contribution to Standards, Regulations and Legislation

Other Important Qualifying Achievements

*   Within each section, please organize the materials as follows:

· Description of how the candidate meets the criteria

· Specific support documents (which cannot appear under other criteria)

· Reference pages from supporting ASSE members for this specific criteria

*  Optional sections with no submission should be clearly indicated.
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