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Objective and Rationale

The Canadian Institute of Public Health Inspectors and the Board of Certification (BOC)
recognize that a formal process is required for the review of appeals by candidates of their BOC
examination results. Formal reviews of examination results are an important means of
determining that the examination process was carried out under the appropriate conditions and
help address significant irregularities in the conduct of the examination process and any
procedural unfairness that may have significantly affected a candidate. The appeal process
must be conducted in a manner that is fair to the appellant without undermining the entire
examination process.

Specific Operations

A panel of appointed individuals will review appeals of candidates who have filed a notice
requesting a formal review of their Certificate in Public Health Inspection (Canada) examination
results. The notice of appeal must be filed in accordance with Administration Policy 14 of the
BOC Administrative Policies.

Individuals appointed to the review panel will be from a pool comprised of appeal panel
members maintained by the National Executive Council (NEC).

Accountability
The Chair of the BOC is responsible for:

¢ Notifying the NEC Appeal Panel Lead when formal reviews will be required;

e Ensuring that the names and contact information of the Exam Coordinators and Branch
Examiners for those candidates appealing their examination results are forwarded to the
review panel members; and,

¢ Notifying appellants of the decision of the review panel

The National Executive Council (NEC) is responsible for maintaining a pool of Appeal Panel
members and appointing a member of the NEC as the Appeal Panel Lead.

The NEC Appeal Panel Lead is responsible for:
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¢ Maintaining a list of appeal panel members on behalf of the NEC,;

e Selecting and presenting 3 members from the list to the NEC for appointment to a

review panel;

¢ Naming one of the review panel members as panel chair for the review(s);

o Ensuring that the review panel members have all the necessary information to complete

their review and task (see attachment 4);

¢ Providing assistance to the review panel as may be requested;

¢ Contacting the panel chair for a status update on the appeals one week after the review
panel has been presented with the list of appellants; and,

e Forwarding the decision of the review panel to the Chair of the BOC.

The Review Panel is responsible for following the procedures outlined in Administrative Policy

14, Sections 14.4.2, 14.4.3 and 14.4.4.

Attachments

e Attachment 1: Administrative Policy No. 14 of the Board of Certification
Attachment 2: Terms of Reference — Formal Examination Results Review (Appeal) Panel
e Attachment 3: Role and Responsibility — Formal Examination Review (Appeal) Panel

Membership Pool

e Attachment 4: Required Documents and Information Checklist for Review Panel Members
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Policy: Formal Review of Board of Certification Examinations November 2008

2)

3)

4)

5)

6)

The Chair of the BOC, in consultation with the Review Panel, shall set a date for
consideration by the Review Panel of the requested review.

The Chair of the BOC has the discretion to establish the method by which the Review
Panel will convene to carry out the review.

The Review Panel shall:
a) receive, obtain, and consider the request for review, the written opinion of the
Chair of the BOC and all available and relevant documents and
b) conduct any enquiries necessary pertaining to the review.

The Review Panel's deliberations are carried out under conditions of strict confidentiality.
Following its review of the matter, the Chair of the Review Panel shall issue in writing its

decision and any other relevant information or recommendation to the Chair of the BOC.
The Chair of the BOC shall in turn inform the candidate of the result.

14.4.3 Decision Options for Review Panel

1) no process irregularity has occurred; or

2) there was a process irregularity, but NOT of such a magnitude that it could affect

materially the candidate's outcome of the examination, or

3) there was a process irregularity of sufficient magnitude to affect materially the candidate's

and

outcome of the examination,

4) a repeat examination is allowed at the next examination session or

5) a repeat examination is allowed at a special session held for one or several candidates, if

such an examination is deemed feasible and valid and

6) where a repeat examination is recommended, the Review Panel shall waive the

14.4.4

examination fee.

1) Following the review the Review Panel shall, within 7 days issue its decision in writing.

2) The decision, along with any other relevant information or recommendation, shall be

forwarded in writing to the Chair of the BOC who shall in turn inform the candidate of
the result.
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3) The candidate may be given information pertaining to the Review, at the discretion of the
Panel. The Review Panel may order that information not be disclosed to the candidate if,
in the opinion of the Review Panel, such disclosure might undermine or otherwise
impinge upon the integrity of the examination process.

14.5

There is no provision for further review of the decisions of the Review Panel, which are
considered final

14.6

In cases when a repeat examination is granted, the result of the examination subjected to the
formal review is to be considered null and must not be counted in determining the candidate's
eligibility for Certification.

14.7

A report of the numbers of reviews received and the outcomes will be presented annually in the

Board of Certification Annual Report to the Canadian Institute of Public Health Inspectors
National Executive Council

Received Board of Certification Approval: November 2008
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TERMS OF REFERENCE ATTACHMENT#2

Terms of Reference

Formal Examination Results Review (Appeal) Panel

A panel of appointed individuals will review appeals of candidates who
have filed a notice requesting a formal review of their Certificate in
Public Health Inspection (Canada) examination results. The notice of
appeal must have been properly initiated as per Administrative Policy
14 (Policy for the Formal Review of Board of Certification
Examinations) of the Board of Certification.
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Ensure all procedures outlined in BOC Administrative Policy 14
Sections 14.4.2 ;14.4.3 ;14.4.4 regarding the Formal Review of
Board of Certification Examinations are adhered to and carried
out.

Any Public Health professional may be appointed to an appeal
panel or to a pool of potential appeal panel members, including
but not limited to:

o Holders of the Certificate in Public Health Inspection
(Canada)

o Medical Officers of Health

Health Protection: Cornerstone of Public Health
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o Public Health Veterinarians
o Public Health Dentists
o Public Health Nurses

. The following are excluded from participating on an appeal
panel:

o Members of the National Executive Council

o Members of the Board of Certification
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ATTACHMEN #3

Role and Responsibility

Panel: Formal Examination Review (Appeal) Panel Membership Pool

Purpose

Administrative Policy No. 14 of the Board of Certification (BOC) sets out procedures for the formal review
by a review panel, of appeals of the written and oral examinations leading to certification.

In order to ensure there are the required number of review panel members available (3) after each sitting
of the oral examination process, a national pool of appeal panel members will be maintained by the
National Executive Council of CIPHI.

Duration of Appointment

All appeal panel pool members will be appointed by the NEC for a period of three years at which time
they can be reconsidered for a further extension of threeyears in‘the appeal panel membership pool.

Responsibilities of Appeal Panel Pool Members

¢ When called upon by the'Lead in the Formal Examination Review Portfolio and if available, to be
a member of a formal examination review panel:

o To notify the Lead immediately if there.are any reasons that would prohibit or affect their sitting
on a particular formal review panel to which they have been appointed. Refer to: Terms of
Reference for Formal Examination Results Review.(Appeal) Panel.

e To notify the Leadif their circumstances have-changed such that.they would no longer be eligible
to be a member of the appeal panel pool. Refer to: Terms of Reference for Formal Examination
Results Review (Appeal) Panel:

o When appointed to'a formal examination review panel follows the procedures outlined in
Administrative Policy 14 Sections 14.4.2; 14.4.3,14.4 4.

Attachments/Additional Related Documents

Appendix A — Administrative Policy No. 14 Policy for the Formal Review of Board of Certification
Examinations

Appendix B — Terms of Reference for Formal Examination Results Review (Appeal) Panel

Document and Change History
May 25, 2009

Health Protection: Cornerstone of Public Health
Promotion et Protection de la Santé: Fondement de la Santé Publique
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ATTACHMENT 4

Required Documents and Information Checklist for Review Panel Members

1.

2.

A copy of the written request for appeals.
Written opinion of the Chair of the BOC to proceed with the appeals.

Contact information of the individual review panel members. (phone #, e-mail
address, fax where available)

Names and contact information (phone and e-mail) of the exam coordinators
and branch examiners for the candidates appealing.

BOC telephone conference calling information for the review panel members.

Review panel members should establish their preferred means of contacting
each other during the review process.

The appointed review panel chair will coordinate the review process and
meetings, keep notes of the individual and group discussions between the
review panel members and draft the final report.

The panel members can jointly decide on who will contact who when
conducting the review.

The final report should be sent to the Chair of the BOC within the suggested
time-lines.





