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A. OPERATIONS #2571 /E M5 H

1. INTRODUCTION Z|=/3| &=

The International Federation of Aromatherapists (IFA) is the voluntary regulator for
aromatherapy operating worldwide. The IFA offers various categories of
membership, dependent on prior learning, with a range of benefits.

BIpIT R E (IFA) RBEETEREPIEN H MR, FA REBERAH
RSERE, =47 A ARBNNEEE—RIINET]RE.

Rl e (FA) RME 2T Friigolk i B IR L. TFA Y2 BAF K
AT, B T AR 2 K RPN = RS .

2. PURPOSE HKJ/ HH

The purpose of this document is to set out the terms and conditions of membership,
which will be referred to in the case of any dispute between the IFA and a member.

A0 H KRS N R RESONAIR], HRWOR IFA e R MAEMFR, #
T2EFE R RSKNAR]

AT H FIRS I 2 FE R 2 A, H SR IFA 52 RZBAEMF, e
HAELL IR -

The IFA reserves the right to amend or withdraw these terms and conditions
without prior notice.

IFA fR BB BRSNS LM A R KRR, AEMERTEA.
IFA {3 B9 A5 COEU B 3% S5 26 SRR AROBUR), AT S AT 0

3. SCOPE #i[#/ V5
This policy applies to all categories of membership including:

HECRBHRAEHINE R, B
EBSGE TS = 5, .

ASSOCIATE BfEg 8/ Ikfh& i

CARER #ZE &R /&0
CORPORATE [H88 (#238) & B /& (4hlk) &
FELLOW BIRE® R/ HIRZ R

FRIEND iR & B/ &K 2= i

FULL EHER/HMse i

HONORARY RE&ER/REL N

PEOT PEOT & &/PEOT =&

=

~

V VV V V V VY

CORPORATE members, as a company rather than an individual, also have additional
terms and conditions, which specifically apply to the way they conduct their
business which can be found here.
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http://confrontyourcomputer.co.uk/index.php/english/home/membership/register-your-company

HRE ()8, ERATMAMEA, WARESNALRR I 5 SR 77 H 5
PR, FI7ELL IR B

A (dlk) 2 53, AEOR 2 m AR N, A BAh EA R 3 A I b 25 05 T A 26 K
ANGIN, AT A LA o

4. ARTICLES OF ASSOCIATION ®& ]/ th &=
All members of the IFA are bound by the IFA’s governing document — The Articles of
Association, which explains how the IFA operates. For clarity, individuals on the
register referred to as ‘registrants’ are also members of the [FA. All members should
familiarise themselves with the content of this document.

IFA Wi R & B85 IFA FIEE M - e EERAR. SZEEREAFERET
IFA FEEFR. BEERR, 25 [silE ] KR ALEB IFARKEER. BT
e EMERBAHERINE.

IFA [RIFITA & GUAR 2 TFA I BECIE - b ERTAR .. BRI iR 1
IFA FisfEJr e NIBRER I, 4408 TVEME | FEM ALt 2 4R IFA bt B
A2 RN B AR SR TN 2

5. ANNUAL REPORT 4EE 4%/ EEREG

To view a copy of the IFA’s Annual Report click here. This report is uploaded to the
Charity Commission website each year in October.

WMAREE IFA SFERYG, FERBILE. BREREFEN 10 AT LBEEERRY

DI
INRKEE IFA SFERT, SR BIE. ERGREFEN 10 Hg LEERELRE Y
At o

6. VOTING AT ANNUAL GENERAL MEETINGS (AGM’s)
REERERE (AGM's ) /THEERSBE (AGM's )

If a resolution is proposed that will affect how the IFA operates this will be put to the
vote of the members at the AGM. See article 20 of The Articles of Association.

MREBORER FHE IFA FEET R, BREFERNAT EHRRERER
R HEE [HTERE] 5 20 #&.

ﬁﬂ%?&iﬁ(ﬂ’]%%%%?ﬁﬂﬁ IFA WiafE77 3, IR AR S R 2 E R 23R
W % [hoERE] 820 4.

B. REGISTERS & CONTINUAL COMPLIANCE
AEMHAIRFEART & RS/ I RF SR & B A%

1. PRACTITIONER PUBLIC REGISTER
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BRBHRIATLZ M/ HLF KA I

The categories of members listed on the practitioner register ‘find an
aromatherapist’ are:

B TRIFTHE] F, HEHEEBTM LI SR a8
T IR s AR SAc it ERTaU & 1 S 4

> FULL E#HEBR/Hls R
> PEOT PEOT € &/PEOT &7
> ASSOCIATE BfE& 8 /ikft4&

=

'~

2. CONTINUAL COMPLIANCE #HEMFE B/ BE/FESHER

Those entered on the practitioner register must have met the national occupational
standards of practice in their work as a minimum, are of good character and are fit
to practise.
BEHEETMIOANLURELERPETHEPIREBEFNBESRE, BAR
R AL B B I ESETAE.

POl FH S N L A E A HPOL TAE 7 & B g B R B b, B R
R I HLA RE 1 N BROIL TAE

Once registered the individual must:
—H3E, PR
— BN, H2A

a) Abide by the Code of Conduct, Ethics and Practice.
BT R. BEESBENSHSET.
WESFAT N TEPERRVE AT S5 .

b) Provide evidence, upon request, of having gained 12 CPD points within the
year, as per the IFA’s Continual Professional Development Policy.

RIB IFA EHE S EEEEUE, BRERFRME—FNERS 12 f# CPD 258

RGP
MR TFA PURFAE S0 TR EOR, R BOR T RMEAE—F AT 12 {l CPD 5K
IR

¢) Hold professional indemnity insurance to practice in the UK or any other
such policy consistent with the rules of their country of residence.

INFESE K, TRRS H A AT R B SRR EAT SR Al R R B X

HIAE BIBUOR .
UOPETE PR, 75 0 SR RFAT T U2 £ e ol O 6 B0AF A (] HA oA L X
FRIAH R IEUR -

d) Hold a valid first aid certificate (if you are a sole trader), exemptions may
apply see First Aid Policy or have a first aider on the premises.
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FEABN MRS (WRERBREEE) . nKHEFRR, H2EE
BBUE AL 25 BT W ZH A B K S BB .
FAEA RN SROED (R ERMELER) . WEHIER %, 155 20
W EAE 123 it A 22 HEAR G I SO B 3

e) Inform the IFA if there are any changes in circumstance to your initial
declaration in regards to:

IR BIEAE T T RIS, SERBIMG P ERIRE A IFA
ARSI LA T LU BIAR AL, 15 T 4046 F AR s i TFA

o You do not have a criminal record (including cautions)
BRAEFRIETS (BEES)
BEAEMLARIL S (BEES)

o You have not been subject to any disciplinary or civil proceedings
brought against you in relation to your practice.

BBA B R SRS B R AR MR R R R R .
B 78 2] 51RO R AT S A R R SRR

o Youdo not have any health issues that may impact your ability to
practice.

SSCZEREREEINS -2 Sk e ya)inficde 3|
BB AEAT T RESZMA S PROLL BE 7 P B 1) 2

f) Co-operate if asked to provide any information that we require in order to
perform our regulatory function.

IRPERBERMIFBREAER, USERMBTRERBRE, Hini

.=
IR GEOSR B PIA T FHERME S, PLERATIAT B RS, 5L
LW

3. OTHER PUBLIC REGISTERS HAh AL/ HAAILLZA

a) CARER members are held on a separate practitioner register as they are not

trained to the national occupation standards (which is a level 3). They are
trained to a level 2 standard and offer gentle non-invasive treatments for
those with restrictive conditions e.g. hand and foot massage and cater to a
niche market, for example in elderly homes.
REEg R eRTRA —BILNERESTH L, RAMMREEIERK
B 38 KiEl. RS a8 2 SRR, WAL
A RFI AR AN LR AR IER NG ER, Hlin. FREE, Baeh
R, WENB.

W E & B FBURI 1 — AL AESEE Bac it b, RS AT 352 B
SRR (3 80 M. N & Bl 2 R EREIRR, At
A PR PERA N AR BER A ARG R, B0 FEZmE, Wa/h
g, BN .
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b) CORPORATE members are held on a separate register ‘find a product
supplier’ (as they are not practitioners).

ERe (3% F R e EAUBE [RIEDMER ] WER2EE (FAfk
PIRRBEE) .
PR (k) 2 B2 i BLAE [HRE07 s BB m | V44 2 b (B o ftAT
ARPAED

c) STUDENT & FRIEND member categories are not listed on any public register,
as they are not yet qualified to practice.

SENMR T RFRA T HREEMNAIEERAE L, BAMMAMNRE

RFIH BEBAIZE
AR A 2 P MR R AT A 5 L, RO AR A
AR L BE RS BOLL .

4, OTHER CATEGORIES OF MEMBERSHIP At [y & B 385/ HAth i< 5 285
The IFA has two other categories of membership:
IFA BH H AL EERIK €& 8| -
IFA I HARPR A0 1) 22 5

FELLOW: Those selected from the IFA’s full membership category may be
awarded, on assessment of individual merits and by vote of the board
of trustees, fellow membership for exemplary service to the IFA.

BRER/

RERER: 4 IFA KERET SRS, BETMEANESNEFTHHRE
Bili. ERHEE, & IFA REER.
MIFA BF M2 B0, Sl PN NP s S 2 BRIk
e fENRTE, Jy IFA 2t oTik.

HONORARY: Honorary membership status is awarded to people distinguished
within their own field, who have demonstrated support for the IFA, its
principles and aromatherapy.

REER/

FESR: REGENSIHERERBMAELEHEARAGHOAL, MFAEHSY
IFA. TEREESNITERIELE .
S QN B0 & IR SR LI R I N 2, At P AR 3
IFA. 15 MR 0T & BA AR 3

Fellow and Honorary members are acknowledged and listed on the ‘member
achievements’ page of the IFA’s website.

R RNREG BEHAIRMOBE, W& HBE IFA FuK [§REE] K
17
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5. PRESENT A UNITED FRONT AT & —B/FERITN—HK
All members of the [FA, regardless of category of membership must:
FrA %R IFA & RAZH:
FT A 25514 TFA 2= LA

a) Present a united front to the public and not imply criticism of other members,
colleagues or any other healthcare professionals or professions. Regardless if
this is said orally in person or by telephone, in writing posted in the public
domain (which may bring criminal charges if unjustified) or sent directly or
indirectly to a client or a third party by email or fax (which may also be accessed
as per General Data Protection Regulations);

HARBEA—BHER, MARHEME R, FHEREMEAMBEFREREREAN
B EEALEHAT. ERAFEBEREF DERY . UEREREAK
SIREM (NMRAEEA G H R FRE) SEEE TR EEEERH
BREMEFEE=F (HREAE (—BELER#E%ES General Data

Protection Regulations) ) ;

[E A AR R —BITE R, A Hofh 2 53« R 2 BUE ] oAt B2 O 2k A
R N EAEEHEDE . e ok B sl il Dkl . AT R A 23K
SECRAT CURAN G BT B R S 4545 BT o 7 IR BA% B E 3R B A
BRIBRBE B =T7 (WAL 3] (— B RS 2551 General Data

Protection Regulations) ) ;

b) Ensure that aromatherapy is presented in an informed and uniform voice.

Members’ website, social media, articles, press releases and publications must
not contain any information promoting the oral ingestion of essential oils or
promote the unsafe or contraindicated use of essential oils (e.g. applying
essential oils neatly to the skin). The only exception is where a member is a
medically qualified and registered doctor and an aromatherapist, with specific
training in this area (usually found in France).
RS —. —BRERXEEHTERE. RN, HXEM. X&E. FH
A R AR R & AT SB DA O R R A, LR RN A
MRS (Bl B Bk S B - B—HIBIIMENE, EER
HABRSEERK B AEMITRE, EERATH BFRAERR B2
ReEREE .

HRUG —. B K ESITEITIE. AR AR, SO iE
At A0 HE R AN B 5 A AT s o LA 1 R A AR I, DA AN 2 4 B4 i i i
R B (B AR R i BB PRIRAE SRR ) o ME— IO BISME DL, B2 R
e PR SAT  BERS AR M = AR AN 57 97 U, AR TN 5 i Gl o AR 1) 45 32 1 s ik

jI;IA_‘i’)”o

C. MARKETING YOUR MEMBERSHIP STATUS
FMRE R RBERAETSHER /A RER S RERETHHE
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1. USE OF POST NOMINAL LETTERS AFTER NAME
X TR PR TR ERR

Members belonging to a category of membership may use the following post
nominal letters after their name.

CAT B2 JE R & | TR 44800 _E DU B AL 2 B EE .
LUR & T % 2800 22 ot e 44 N b LR R AL 44 LB

MIFA - PADP

(= member IFA (IFA €& B ;% [1)- professional aromatherapy diploma practitioner

HRFTERESORIBSESE /L7 7k ek )

MIFA - PEOT
(= member IFA (IFA € B;& 1)- professional essential oils therapist

ESRB G AT /L VRS IR 7 )

MIFA - AAP
(= member IFA (IFA € B;4& R)- associate aromatherapy practitioner

TR EEE/ KT T I L)

MIFA - CAP
(= member IFA (IFA €& 8,4 ;R)- carer aromatherapy practitioner

FREEE R/ 05T IR )
2. TERMS OF USE OF LOGO #AZ /M Fifdak/ Bobrifd Fl &k

When using an IFA quality mark to promote your membership status you must
comply with the Terms and Conditions of Use of Logo. Each category of membership
is assigned its own logo (except for STUDENT & FRIEND member categories), so the
public can quickly identify to which category of membership of the IFA you belong.
B IFA REERBIRIEZERENE B SR, NIRRT RIRIAH
AR SEEHNKET RERAEL A A CEINEE (BENHATEE
BIBRSE) » BRIBEA AT CAARIE S BB i TFA & B

LA TFA FL S ORUE A BObR 25 EAL S A 2 T3 B OIS, S a0a 20038 ST SUbs 1) 1 FH 2
ANANN o BEASSA 2 53 BEAS AR R FC AT H QSRS CAE AT = R B
48), BRI AR AT ABRSE FHR S BT I ) TFA 2% 52031

The IFA encourages members to display the [FA Member logo, appropriate to their
category of membership, on their websites and promotional literature.

IFA SR & R M EMER RS & & 2SR IFA & SR,
IFA Sl 2 G b A1 A% Bl L Jopid & o s B I) TFA 2 B BIbR

D. REFUSING OR TERMINATING MEMBERSHIP $54BER4% 1F € £ /35 iR I &4

1. REFUSING AN APPLICATION JE/R 37 HisE/TE 25 1R2C B i

10
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The Board of Trustees may refuse an application for membership if they consider it
to be in the best interests of the IFA to refuse the application. Please see Article 10c
of The Articles of Association.
MREBHFGRRIEEPFRS IFA FREN 2, EFGWLIEEZ T RERKIH
. 2B [HEEE] % 10c f&.

IR FEF N NIELE BT & IFA IR R o, B 2 AT DU % 2 5 BA% 1
. WZH iR % 10c %

2. TERMINATING MEMBERSHIP #& I &8/ 4 L& 45
a) The Board of Trustees may terminate a member’s membership by a resolution of

the directors if it is in the best interests of the charity that his/her membership
be terminated as per Article 11 of The Articles of Association. Membership may
be terminated for a variety of reasons.
NREEGRE [HEg=EiE] B 11, /T ESEBPRER R IRERLLE
AU RNEHEER, MIEFETERAEFNRER EERILEREK. R
P A At T R B A ) % AR R R TR A% A

IRFHSWRE [V ERE ] 5 115, N T EE AL W mAEA m ke 2B
iz RN, WHEF S ELAEEF PR EEL IS AR <Al
SHE GO AR AT AT RE RLHAR (0 25 P i AT T g 2% 0

b) Natural reasons for removal include:

BB R — R R B
WM 2 A 1R — AR DA A

o Failure to meet obligations to remain on the register e.g. failure to acquire
required CPD points (reasonable opportunity will be offered to meet the
obligations before removal).

REEH BT MRBEE T ERRES, FIIREEBA TR CPD iRy (£
PRI B A S ENREBITEE .

ARBEMS JEAT DLOR B AR B0 _E 10 S35, BIRR BESRAS BT (1 CPD B (TE 4
MRS A & BEPLRBAT X535 .

o Ifthe member no longer wishes to be a member and bound by its terms and
conditions and notifies the IFA of withdrawal.

ARG BRI A & R DL AR B B ORI R A 403, FIIE 40 TFA R
.

RS IANERIR B RO 2 53 AR SRR I 26 2R AR 20, I 0 TFA JB

e The member dies or the company (corporate members) ceases to exist.

FRBHRAR (EXFR) ~NEHFE.
SR EHE AR (e i) AFAFEALE.

e The member is no longer fit to practice e.g. a medical condition that prohibits
their performance.

11
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ZERAHESHE, FIMERBRKEMEL THEE.
Ze BARE R, FIInAE ST RS DL L.

e The member is no longer practising or taking a career break e.g. has become
pregnant - in which case they would be invited to downgrade their
membership to friend level.

TR AHIEBIETEMR, FImCEER - EERFR T, thigREgzs
R & BRI .

2 AAHHPOLBIEERE, BlInc 2 ms - EXMEHLT, ISRz
N2 11403 -

¢ Non-payment of annual subscription fees.

RITERTE.
RIATHEE R

Members must ensure that all information they provide to the IFA is, to the best
of their knowledge, complete and accurate at the date of application. Where
relevant information is missing, omitted or the information supplied is false or
misleading, the IFA reserves the right to terminate membership without refund.

T R AAREGRARMFE B EERE ) IFA RSB EPT A s BMEREE . aR
R, BWFEAREDEREERERGREENER, FA REZEHTRER
HIFER], AFEK.

= LA RAATIAE RN R TFA SR 00U i B e BERERA (5 2 . IR
R B IEAN OGS B EER M R R EOR S IE RIS, TFA PR 2R 2 BT 1
BRI, AT 385K

In such a case, the membership would be terminated due to breach of obligation
and would not usually be subject to the disciplinary procedure.

EEAEFRT, FRNESFRERBEMARL, BESZLREIEFHK
o

FERFEDLT 2 R BEROR R e o5 Tk, WAL FHIZ)
Ho

¢) Unnatural reasons for removal:

BembR & R R R IR B B AR
W3R 2 R PO AR D DAL

If the IFA becomes aware that a member has breached IFA rules (e.g. Code of
Ethics, Practice and Conduct, Terms and Conditions of Membership, Terms of
Use of Logo) or non-disclosure or a false declaration is made that could bring the
IFA into disrepute.

WIR IFA HH G RER T IFA SR (BIAEESRE. PEMTH, FR%KN
MR, BARKIMERRESO MERBRSEL EBEN, €2 IFA HE.

R IFA KIS dd e 1 IFA U (B aniE i ve . Bk FdT o, & 40
R, bR B 2530 AMEE 58 B H R B 5 B, 231 IFA 5235

12
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d) When membership terminates, all references to the IFA’s name and logo must be
removed from the individual’s practice/business, publications, promotional
material, and websites no later than one month after termination. After this date,
use of the logo will become an infringement of the IFA’s Intellectual Property
Rights.

EgRRRARIER, Fra N IFA ZREMEURA 5| L RERIERK—EA N
PEMENRIRE/ R85 R EEMRAESPER. fREEERHZK, FH
AR AR IT IFA S8 RERIAT %5

o AL AL, FTA X IFA ZARFIEAR I 5 L ATEZ BRI — N H N
MAS NI LS5 AR BRI bR . AL H I )5, (£
RIS N IRAC TFA SR F=BUIAT N

3. COMPLAINTS RAISED AGAINST YOU Beirpa /i ab
Please see the I[FA’s Complaints Policy, which describes the procedure that the IFA
will follow if a complaint is raised against you.

FE2H IFA B [BERECE] , BBORIR T IFA SR i H ISR i A8 1

B
a2 IFA [ [ HRECE |, SBORNE T IFA BGPTSR R 78 i
Fro

The complaints procedure sets out the types of evidence required and what
complaints we can and cannot consider. These steps are taken before being referred
to the formal disciplinary procedure, to reduce the likelihood of frivolous, vexatious
or malicious complaints.

BRI E T TR BRI SCHRAY, DL R IRFIBESIAAS RE R UL I BERFR -
ERTAERNLHEEFZIREESER, URORER. LERFAREER
AR AT e

BAREEFPE 1 BT U SCAF ISR, AR BRATRES RIS RESZ AN A5 & MR 1E
A IEW AT ZAPRIUZ LD, PLR TR X TR 5% AR
AIRETE

4. DISCIPLINARY PROCEDURE At B iE /L b 18

A member will be removed from the membership by a resolution of the directors if it
is in the best interests of the IFA that his/her membership be terminated following
the disciplinary procedure.

IR RBRAIRFE IFA KB ERZE, AIBHEECRERFZR, Bl
BEHEFHRET, KRBT RER.

R MR 1Z 2 B BRI AT 4 TFA IR A 2, WK AR LR 2 )5, B s H
SRR, 2k Ho o DI

This can be as a result of a complaint or the IFA being made aware of new
information, and therefore the member needs to account for their actions to remain
registered.

EATREREHHFE IFA THREFHFEANER, HkEg’RFEZRMME CK—
TR, EHEBRUMRE.
13
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X AT AR RIHIRER IFA T iRl E BR SR, Rk AR 2258 MATH R —Y)
179, 2 FEE AR

Please see Disciplinary & Sanctions Policy, which describes the procedure that the
[FA will follow in this event.

SR (ARG ERECE] , ZBURHRA Y IFA R g —ENER.
HSM [ SR ], ZECRE T IFA IR DL S e .

The IFA has the right to display notification of sanctions and removal of membership
where there has been a breach of the IFA Codes of Ethics, Practice and Conduct for
the protection of the public.

WFGERT IFA KEERE. FEMTRTR (HUMREAR), [FA HHEEH HIE0E
R AH B & B B .

AR T IFA (B, SO AT TN (FH VORI 2 A% , TFA A3 BUA H il 0 A1
A ARG 2 1 A%

5. APPEALS PROCEDURE L3R/ LiFER
You may appeal a decision made by the IFA to terminate membership as per the
IFA’s Appeals Policy. Appeals must be lodged within 30 days of the decision being
made to terminate. Appeals can only be made if you are able to demonstrate that the
IFA has not applied its rules consistently, properly or fairly, not simply because you
are ‘unhappy’ with the decision.
AT DARER IFA 3 [ EEREGE | B IFA &b & B MRER M EoF. LaR42R
FERERK 30 RNIRH . RAEEERITFEY IFA RE 8. ERERATFHERAE
FRIRE, A BRI EF, MAEERRSERRE AR -

TSR DRSS TFA ) T EVRBGKE | X IFA b s e Rt Bifr. BURBAHE
PGE R 30 RNHR . R MIEREVIEN] IFA B0H — 0. IEFELA T3 A F
WS, A gedEh Er, AU tg TAWE] -

6. DISCLAIMER % B2/ f 3

The IFA is the voluntary regulator for aromatherapists worldwide. Membership of
the IFA is granted to individuals in good faith that you will act in accordance with
our rules. By joining the IFA membership, you are voluntarily agreeing to act in
accordance with our rules to remain registered. If you do not, the IFA has the right to
terminate your membership.

IFA B HBRIEER#RE, UREESIREMPSERNTTRAT. IFA Ke ]EREEWR
WEFAE [EAL . WA FAERRMKER, BESERBRERRMRAT
H, UMRFFEE. WRENERMY, IFA FEKIEEK G RERK.

IFA 52 H IR BRI, DU FE 2R & PO I 55970 . TFA 43 B BERg 2 Hith
Bras TN I TFA EABATI 2 51, RIRR 16 R RHZ A TR RN AT 3, BL
TRFFEM . QRIS ANIXAEAL, TFA AL LRI 2 R 55 % .

IFA membership promotes practitioners’ services but does not guarantee work. The
IFA shall not be liable for any claims arising or levelled for damage or loss caused by
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http://confrontyourcomputer.co.uk/application/files/2915/1743/9768/DISCIPLINARY__SANCTIONS_PROCEDURE.pdf
http://confrontyourcomputer.co.uk/application/files/5615/2535/8306/IFA_APPEALS_POLICY.pdf

termination of membership. In completing the membership application form the
member has indemnified the IFA in respect of each and every such claim and all
actions, claims, costs, proceedings and demands in respect thereof.

IFA & A% T B B OTRAE S E iRt AR S, L ARF L2 T
IFA $E#IEE R ERTERARFRRARE, FgRBEARE. FHERER
HEAREF, R g IFA T8 —HREULEE RN TR R
R

IFA 2 AW I B EAL 5797 Ml PSR (AR 5%, (B A PRAE A %€ 1 TAEHL & .
IFA Xif [RI 2% 1E 2 53 SRS T3 B PR 40 3 B R RN, AN AR R 5. RIS 2 A
FTE RN, R i WIS TFA o6 — TR LU S A RIIT A IRA . R
A

E. DATA PROTECTION & XMM5-:&/ G R54

1. PERSONAL INFORMATION EAER/ TAER

In order for the IFA to perform its function we must obtain certain data from you,
which will be handled in the following manner, as per the IFA’s Privacy Policy for
registrants.

ATHEIFA BABRTEE  BALAKK-EEANERILER IFA HEREN
[BEFAEE | PRI AXEE,

N1 TFA Res JEATIATT, JATL A — 2 N5 BIF &1 IFA X &icE 1) (2
ANECE | I BEE 75 sUALEE

Please note this policy is slightly different from the more general privacy policy
published on our website, which applies to general users of our website.

AR, RBORHEBRAMAEN EFr B — BB RABOREE AR, REBHRERM

M — B .
THVERL, PRBOR S BATR s b A AT K — IR RA BRI AT AR, Ja 8 18 34T o
R

2. DATA PROTECTION EH {75/ EHRFRF
The IFA treats personal information in accordance with the Data Protection Act
1998 and is registered with the Information Commissioner’s Office (ICO) as a
registered data controller. Please see the IFA’s Data Protection Policy.

IFA 148 [1998 FHIBRHE LR ] ZRFTEEFBHBEANEE, LOEREE
MERMAZE (1C0) FEMBABREEAN. FF26H IFA K [ FEABEREE
#1 .

IFA 1245 [1998 FH IRy iE S ] %&fﬂﬁﬂ&%ﬁﬂ%ﬁ‘ﬁ\}\%ﬁ,%EE%%E
L RIp A= (1CO) FEM BN BIRE BN . ES 5 IFA 1) [N ABURMRITECE] -
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http://confrontyourcomputer.co.uk/application/files/1815/2767/7451/PRIVACY_POLICY.pdf
http://confrontyourcomputer.co.uk/index.php/english/home/data-protection-policy

3. DATA RETENTION E¥ETE/EHEE

Please see the IFA’s Data Retention and Disposal Policy, which describes the length
of time we hold your information for.

FEBR IFA K [EREFHRERE]|  ZEBEED T RMARFENEAERBN
A

FEBE IFA B [ERREFHEERE ] | &EsEED T HARFEHEANE B NE
H.

4. SHARING YOUR PERSONAL DATA #EZEAER/SHENMNEER

The IFA shares with the public the following information about members that is held
on one of our public registers (this does not apply to CORPORATE members whose
company details are displayed) so that the public may contact you for a treatment
and also to verify a member’s IFA status:

IFA AR ZEAFAR Lisk T UTHERER (EAEARAEER, B
HAMERORAR) , UMEARTTUBRE, UEMMHBKERE, RRhRE
TERBME ]IS 5

IFA 52 MR BAERIT A M ERridsk 7 LR 2 545 B GRAE M T4l 5, B
PR B R AT, DUMEA AT DR R, LE WA RE, RN A IE 7 &2
(NESANINEE g7

e Full name &4 /4%

e Qualification/Category of membership status
ERE/gRASGER; 5/ 2 RS RN

e Areas of specialism (optional)

B (BB ), T (EFE)

e (ity, county, country and postcode of workplace (postcodes may be partial)
BEEGATHIRT . BR. BRI BARRS (EBARES ] B R 8 R HE)
POl e B ESAIREGR S (MEEgR 65 vT fe o A 1505 XD

e Telephone number(s) (optional) EFEFRHS GEEM) ; HIESHI GEHEM

e Email (optional) E#E#bE GEIFRME) ; HbEHbhE GEEEME

e Website (optional) #¥u5 GEEM) ; ML GEFMH

The IFA register(s) explicitly state that the only purpose of the information
provided, is to contact a member for a professional treatment. The IFA cannot take
responsibility for how the public use the information published on its website. If you
do receive unwanted calls or emails then you should take the appropriate action by
contacting the relevant authorities.

IFA ZEfft EFTREUE BME— HHIR . BB & RUSREENEHE. IFA REAR
e A ErEA KRR AR MRERIAFENEFRETEMS, TE
1o BT R A B MR DUSR BUR B I 1t

IFA VEM ERre s BRmE— B 2 BRR S RULFREMIEIT . IFA X A4k
QA5 FH Xk b i R A AR S A T a0 RIS R AS 75 A FE T B R T A, S A1
N AZ I R AR SHLAL LR EGE 24 145 e

16

© International Federation of Aromatherapists


http://confrontyourcomputer.co.uk/application/files/4815/2767/5144/RECORD_RETENTION_AND_DISPOSAL_POLICY.pdfhttp:/confrontyourcomputer.co.uk/application/files/4015/3080/7398/RECORD_RETENTION_AND_DISPOSAL_POLICY.pdf

5. INFORMATION DISPLAYED ON THE REGISTER
it B EABME R /AERE R EATFRER

It is the member’s responsibility to login to the member’s area and edit the
information displayed about them on the IFA register. Your personalised login
details can be found on your membership confirmation letter.

TRARMEERGRER, 7 IFA LR LGEA MAMRER. BRMEEE
SREEAIMS B AR & RFERR R IR E.

RRATEE RS AT, 18 IFA LR LA RMAIRER . BRI RS
VEAIE B AT I 2 BRI R Pk 2

When an individual is approved for membership and effectively joins the IFA, the
IFA will initially import the individual’s details as inputted on our database into our
website, which will display on the register.

E IFA #E 7T R A& BIRT R HaERE, TFA S ME A SRS SN2 EAS M BaE =
H, AR B RRRERM KA k.

B IFA fibdE 7 AR & BERAC I FIEE Ry, TFA SR SIS SO0 3 26 1 B i
o HAR RS B 1A

If your place of work is different from your home address (provided to the IFA for
correspondence) then you will need to login and change this. Changes to your
address and contact details on the website will not affect our database. Similarly, if
you want to change your contact or address details that the IFA holds then you must
email the office for us to update our database, accordingly.

IREH TAE B R K E AR CZHRTIRAEAE IFA /EREIE T , 7
EBRRT, BREBALERWAER . FEE EERERIABE T A e
ERMVBERE. FEk, MREEEER IFA FHVBEASHILRFAGEE,

BRI RERETEABMEM, DMERME R BER .

ARSI AR S S SR AL A R CZ RSt gy TFA VRIS 530, X 1S
DU, R EE NI SRR . 7R Rl L B o B bk AR 5207 S 2 R M 3AT T
IRl o [RIAE, Jn SRS AE BE 4 TFA RFAT I AR A B AE VRS 2, AR A 2
Ao L I RERAT], DA BATT S HcdiE

You will only need to edit your information on the website once, unless the IFA
changes it website or your membership lapses, in which case your details will need
to be imported again.

BRaE IFA BB T AEuERE R & BB R, B4 FEFBRKBABARFAEE,
BRI, &R BEAMY Ly — kS BET,

FRAE IFA SO 1 b e G 1 & B AR, A JEHE A A KREAEL, &
QI A T AR A AR — O fE BT

For the website search facility to work effectively, if you do make changes to your
address you must also update where the map is pointing to your location, which is
generated from your postcode. To do this you will need to change the numbers
entered under the field’s longitude and latitude. This can be found by typing into
google (or any other internet search engine) your postcode (or if you do not have a
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postcode your full address), click on ‘maps’ and you can then find the relevant
numbers in the URL. For example, the [FA’s address under maps generates the
following URL:

MERFA SRR TR, FENHEERIET T ER, BUHAEN
e At A B, A B R BB NEEARET AN . BEPITIHERE, &
TWEELTBREEMERET TR . B UEIBTE Google 783K (BAEST
HAhE B R 51 %) PRSERIBARE (S I RE A BB )

$RFY, BB [HhE ], ABREHA DIE URL HIRBE R BE. fl, HEE IFA
b in = prip DM =

IR A R R X ks (R R TR, S SOt R S Bk dEAT T B, U3 e 25 B L PR 4R
[ s A B, A B AR S A M B B T A . BT RAE, R L
TR RN i ANy IX AT OB AR Google 25 #li (B A AT HoAth Tk k4
251 5) 3 TR B R Y (5 an SR A b VA IR i) $R 3, R [
K, SRJE R aT LR URL 3R BIRH SR8y i, 3 E TFA [fdtbht 2@ BT
PIIEE ).

https://www.google.co.uk/maps/place/S+Ealing+Rd,+London+W5+4QJ/@51.4996
94,-
0.3085777,17z/data=!3m1!4b1!4m5!3m4!1s0x48760d934f8e130f:0x210ee7eabael
2411!8m2!3d51.4996574!4d-0.3064943

In red is the longitude
AL AL
ARENIP T2} S

In purple is the latitude number
E QNPT
KO R4 A

6. SECURITY AND STORAGE OF YOUR PERSONAL DATA
NS B BRI 22 R/ NE BB 22 KT
The IFA ensures that all its staff are trained to handle personal data and are aware of
the responsibilities it entails. The IFA takes all necessary measures to limit the
opportunity for unauthorised access to personal data, accidental loss or damage. The
IFA stores member’s personal data on an external hard drive secured by INVU who
meet the stringent requirements of the Microsoft Partner Program. The IFA is also
registered with the Information Commissioner’s Office (ICO). If you have any
concerns regarding how your data is being protected or believe there to have been a
breach of data protection obligations, please put this in writing to the IFA head office
to the attention of the IFA’s Data Protection Officer.
IFA FEQRELPTA I R THGESZ S B M N E SRR, I 7T ABRNR
fE.  TFA SREX— V)L ERE R PR AR AR RN R BRSNS RERE
BATENBRLBE. IFA e RKMEANERFFTER INVU RS EREE L,
X AR K SRR AR T I B ER . TFA W EARBREAE /WA E
(ICO> aEft. WREHMEAE BT ZBRERB AR R REMENME B BHH
fEATEER, SRUAEEEA IFA #FFRE, LA5)E IFA A MARMEANE BRAEE

FERIER.
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IFA ORI PTA 1) 03 TSz A B N5 B AR AR, IF 1 i HL AR HH K BT

fE.  IFA RH— D)6 ZHE il R PR A R BB N BRI IR A1 7R 2k B 2
BACEBIBOLMEL. 1FA K2 R N B INVU $HORI SN ERER |, 1%
A TR B RO LRI ™ 2R . TFA JIF CAESEEE B % AP A = (1ICO)E
Mo AnERAERAS NAS B 2] 32 2 PRI B A AE S AR N B S H AL 5EE,
TG AT TFA BERERIE, LS IFA 55T NG BARSP EAERIE R

7. ACCESSING YOUR INFORMATION
FEBEANER/ HRAEE

Members may request to receive the personal information the I[FA holds about them
known a ‘subject access request’, which applies in the UK and Europe under GDPR
Regulations. To request this, you must send a letter to the IFA head office
accompanied by a payment of £10.00 for administration.

& AW UERERN IFA s AR MREAGER, Ba [RBERFER] , &
FEHTE R S B MBR M) GDPR ¥AFINLRE . BRHIMER, HSABR IFA 48
#, WAt 10.00 EFHEHER .

= AT AESRE N IFA P A R TR NS S, 08 TIRBUE BIRK ], iZH1iE
3E R AT ) GDPR VR BIAE » ZE5 L EOR, S Z0Eps IFA R, JF 304
10.00 SEEEEH ] .

8. CONTACTING OTHER MEMBERS

PR E B/BRARMER

a) The IFA encourages members to interact with one another for mutual support
and to talk about issues affecting their work. The IFA, will at times, offer various
networking opportunities such as, events, conferences and provide a list of
regional group coordinators in the member’s area.
IFA SR e B Z HEIT EE), HEMHE, W&t EMHMTAERRE.
IFA HREREZEIHREE, FliEs. o3 UREFAe]EENES
/NE R R 44 B

IFA il 2 R Z 1BREAT B8l TARSCRR, JF— i e AR ¢ TAR R . TFA
AN 2 PRMEFRNLZ, BIadEzh. 28 TR M2 X XN
5144 5

b) Please note however, we cannot provide the personal details of other members
to you as per GDPR Regulations. You may however, post comments in the
member’s forum to invite other members in your region to get in contact with
you. Alternatively you can apply to start a regional group for members in your
local area, which will be published on the IFA’s website to generate interest. The
Regional Group Application Form can be found in the member’s area.

HEEER, 4% GDPR MIHE, BMEERAERMAIMEERKEAFMERESR.

BR, BaUEYRRETERNT, BREHEE e | HEHER.

BEE T U A BB g B8 —EE A, AR IFA I
M B3, DSIEHAME RRESNE®R. BBRAFERYTENLXe
REEK.
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HAEVER, R4 GDPR HIRLE, JATHCIE M s (M 2 SR N PE4R1E 2.
(B, ] IE & SR IR TP R 7, IS T X i Hofh 2 I S IEHR
R m AT LA N T AEH X A 4 SO L — S DXL, i RE AL PR AE TFA 1Y
Wt b AT, PASHE FAh 2 S RE S AIGER . XIS G R ] DLE R i 2
AL XL

¢) Trustees and committee members of the IFA (who may or may not be members
of the IFA) also have a right to their privacy. If you wish to contact a trustee or
committee member to draw their attention to anything you would like them to
consider, then this must be directed to the office and the member will need to
complete the member feedback form.

IFA FIZFEANZREHRE (TRERARE [FANER) HWEREEMTINRE
o WREHEHRZTARZR GHRA USEMIE R EMEHRIME,
EBLARTHEMAZRE, MHERTERARERIRER.

IFA f32FE NAIZR B2 B b (T RERE BN TFA [ 01 A BRI
Ao WSRSEA BB ST N B A 2 B R LS A AT FE AR T 16 K9G,

RALIRAT 2 TP AL EE, 1) Ho 7 BHRE & 5t

d) Members are reminded to refrain from using other members' contact details to
create unauthorised mailing lists for commercial purposes.

T RAEREAER BT, AT € B K06 HAh & R RIEHR 75 Sk
PEREIZ R FAFIRIEE.

= AR ZIBUE BT, D9 7 b F R s FH oAt 2 5% 938 2 0 Okl
VERZIRAHI A5 KB

e) Please remember, in the same way that the terms of use of the public register
protect you against receiving unwanted communications, it also protects other
members.

FERLAE, DR BE B4 A8 ARk SR AR RS S i M — B AN TR BRI 2R, 72
HRKERLT, EHERRIMmKER.

HLE, 5ATFRAMHE AR CR s S TR0 — S AR B ARG IR, AE
HFREEGLT, BB TRE AR 22 5

F. ADMINISTRATION 478 /AT @
1. MEMBERSHIP FEES &£ & /& &% H

a) Membership is on an annual basis and payments are for a term of 12 months.
The subscription fee for membership must be paid in full on the due date.

TROAMPR—F, M KAKOERNRES 12MEH . REEHUHRE
Ak H AT &84T

SRERAT RN, AR AR BN 12 M H . S A JE R
1k H TR A AT
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b) Paid subscriptions entitle the member to all privileges and rights of that
category of membership for the period for which payment is made.

XA g ERET RAREERAMFEROER N, 286E ] ITERERER
S A2 BB RIS A ROWIRI N, 122002 LR A R BRI o

¢) Membership fees are non-refundable and non-transferable.
TREEAATRE B TEE,
SEEWAATIRIE HANAT B 1L

2. MEMBERSHIP TERM & £ 1R /< £ 1A R

Membership runs from 1st January - 31st December, regardless of what time of year
the person joins, in keeping with the IFA’s accounting year.

R BRI IFA, SEKAR0HELEN 1 A 1 HE%, 212 A 31 HA
1k, DS IFA e BUERE .

T AT AW RN TIFA, S50 ZURE =M 1 H 1 HIF4E, 212 A 31 HoN1E, BL
54 IFA T BUERE .

The only exception to this rule is student members, whose Centre pays a flat fee to
the IFA on their behalf, which covers them for up to two (2) years from the
beginning of their course until they qualify and corporate members who are held on
a separate register.

EEFAPE—FISRZETR, MFIRREAARMIIE IFA SO E R K&
PALFIREREB R BB MIAF S B RIE, FERREN (2) . BEgRLL
7 BTN R B FE 44

XA e — B SR A 01, AT A RARRARATT 1] TFA SO € 3%, Atk
MIREREETH G BRI & Bk v L, SR REM (2) . Bk 2 m U I
X IAEFC A M .

3. RENEWING YOUR MEMBERSHIP ¥ 1 & &8/ &5
a) Members will receive written notification inviting them to renew their
membership.
& BRI R BT B B R — RN
23 GURR USRI TS S0 DOBAE A A T B0 — E ) o 4

b) Whether you choose to pay your membership subscription by cheque, credit or
debit card, you must ensure that the payment reaches the IFA before the
renewal date.

ERERABZERYE, GHREREERRUIMEE, BUAEREESE
WHZ 8, SIEREIRE] IFA /.

TR R IEFIEN SR F RIS SO 2 9%, A RIS 2 3
WIH Z A, FRIRERE KR TFA 117 1

¢) For members’ convenience, you also have the option to pay by auto-renew which
means your payment will automatically be deducted by direct debit on the
renewal date. You can do this by ‘opting in’ in the member’s area.
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HTHEGR, HETURRERESHEUINTE. BREREERFHR
FEEGYEE, BEEENHK B ETUEEREE E2MA]
2R SERRIHRAE o

N T IR B, A T LUEFEIE N B 39 LSO 2 ¥ X EIRE S AR
FESR 2 B H A, I8 BRI B 30k, EATBER L X [EFEMA
K TE REARAE

d) Ifyou no longer wish to renew your membership with the IFA you will need to
confirm this in writing to the IFA so that your email can be removed from our
database and you will not receive future correspondence.

R IEA A I GUHT — R FE M0 IFA &4, R EFmAEAFA IFA i, Lo
A o B Ik T S BT O B R R A B, A H AR A S BT S
G

WREABR BTG —F K IFA 5, BREUHFEE AR IFA #:E, U
A 0 BB T B AR T R B B R, 4 H RS R EHE TS
.

e) Ifamember has opted to pay by auto-renew and wishes to opt out, you must
login to the member’s area and follow the instructions to do this at least fourteen
(14) working days before the amount is to be debited, to enable us to cancel such
arrangements.

WRE B ERRESH HEM T EM AR BRNEMRE, BULASKRETR
REWZEER, £2010 (14) HITEHZ B BShPITIERE, 3R
BUHE A= HE.

AR 2 Gk PRl B S8 P B A SR IR AN BUE, U e A
B X ER, £ 200U (14) A LAE H Z AT pAT sEER AR, (8 3A 1 REH0H
SE 7S

4. PROVIDE ACCURATE & COMPLETE CONTACT DETAILS
RPLTERE K 5o B AR B AR/ R P B e B T B I

It is vitally important that members provide their addresses in full and do not use
abbreviations. Incorrect or partial addresses only mean that the member may not be
searchable on the register under all key words. We require all members who reside
outside of the UK to provide their address in English as well as in their local
language.
FERRMATENEAELE, BAMEREMER, MEREMEREK. NEMER
AFERR B ER TR ERER T TR EERI R 2T’ . RIMERF
A IEEERBIE M & B Rl SRR N E EE S — R iR ptt.

= ATRAERR AN NELL, EAEAMESES, X2 EREE R A EFEAE
B DR R AE P AR R G A T AT RETCIR R %2 B BATESR I Ja
FETEE LA 123 53 [RIIN PASETE A 2 3E 5 — i iR itk

A valid email address is part of the personal information we must obtain from you in
order to fulfil our regulatory function. Please note you must have an email address
to be able to access the member’s area. If you do not provide a current email address
this may result in you not receiving or missing out on limited time offers, being
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denied access to the member’s area and entry on public register and/or receiving
other notifications from the IFA. The email address you provide must also be unique
- what we mean by this is, if your college is registering you with other students on
your behalf and provides only the colleges email as the contact for all students, only
one student will be able to access the website using that email address. The website
only allows entry for one email address to be assigned to each user. You may of
course change the email address provided on the public register, once you have
gained access to the member’s area.

—EHHH BB REANE R —80, HERUWAR, UBETRMANEEBEE.
FRER, RUAERS —EEEMII R E A NG R EE .. WRERERMAERTTH
RIEE L, R RREBACR IR SRR AR EE . HEEEANGREEDDR
HIRFEAILZ M ER/EEBOR B IFA KA. ERAH) EI bkt b AR
—H - RPNEEBE, WRERNBERARE, Rkt EER
BT —ERRH BB MR RENBEN, BRI G5 4 R4
ZEHMORFNAY . FELHHEREHF R EERha. —BEES
TEANZGREERER, RERTUERAS LA LT B EE ML,

— AN R RN NAE B o, HAR R, UBATERATA IR EBRE . 15E
B, BAUa AR R A AT IX . WEREOR RS 2 AR H 1 H R
Hohik, AT e BUE R RN R B BRI L BHEL B AR AL XL IAE R
L2 BN/ BESCR I TFA F A . SRS ) r S Bt 2R ME— 1 - R
ARG, IRE R AR, R oy HAl 22 AR i W AR B T — 422K
(RIS T 2 A R RN, Ba Ry — 44 2 A m] DU i B Btk ok 2
AR WA VRS B — A B . — BEERAS T EA R R
DX AR PR, 485 = SR T DA SE e 24 3 A4 R G B Pt L1 L R S

The IFA relies solely on the information provided by the member to provide our
services. The IFA will not take responsibility for any errors or omissions that occur
as aresult of incorrect or outdated information provided by the member.

IFA BRI E B RMHIME BREBHBEMINRE . HRE G RRMAERBIBR IS
SRS MHERERN, IFA FABEMEE.

IFA 58 M2 R HEHAE SORIZMIATIIA ST o X T K & AR PR R B I 145
S B TR R BGSTR ,  TFA AZRIEAE T 5T

We recommend that all members, once registered, add the IFA as a contact to ensure
that emails do not go to junk mail.

RIMEZBTE € B —BiEM, WEsin IFA ZE PR EFHBEAN, UIEAE 7ML
A EIEB IR BHEFHE

FATE WA 23 51— EJE, FIESIN IFA Dy b R HISIER RON, DARAOR F 5~ HIE AR AN 22
& BB M AFAE A o

5. UPDATING YOUR DETAILS E#HE A& kl/EHM ANER

Please note it is your responsibility to update the IFA if you make any changes to
your contact details. If you change your details on the IFA’s website, please note, this
does not constitute a formal notification to the IFA that you wish to change the
details we hold for you on our database. To do this you must contact the
membership secretary without delay.
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R, MAEHBRIAAEMEY EREERM IFA BEREN. WRE
7E IFA A3 E R T RMFHAGE SER, FER, BWAEEERKERN. IFA F

ERNAE BB R T R T EARREAGEE . dut, FENEIHBREER
FhE .

R, WRENECR TN, WA SR %0 IFA 7B B HH. W ELE
IFA Wb o8 o TR VR s B R, 1BEFER, XAAUEIERREL, IFA F2

SR TSN T A7 T ARG VRAIME B . W, BT LRI R 2 A
Ril

If post does go missing, the member will be asked to confirm their address details,
which, if provided incorrectly or insufficiently, will result in reissuing fees being
applied. Please see F11 for more details on lost post.

IR BAEAEER, &R ERAERMMIRF ARG B . SRR IERERR
A7, BEERIMNEFIMBEERR. AREEBARRIFAGEE, H2H
F11.

IR A MBI, 2 FOR SR ABAT TR PRI EE 2 . A RS HEA IER B AN
eI, KR EORSATEBANR S . A RABRABA B R RS S, 155
F11.

6. PROCESSING MEMBERSHIP {5 €&/ H o8

All membership applications are typically processed on our system and
confirmation sent by post within five (5) working days of receipt of all the relevant
documentation and required fee.

FrAME RRFERAERMN RS LR, WAKSHTHHB TR &A%
HIF (5) fEL{EH NEIRE & 7 & R

AT (R4 53 FR I I LE AT B R G B AR B, AR I A R S0 P 75 2 FH S 1
1 (5) AN TAF H Pyl iRy Uy 2% B

7. CONFIRMATION F&38/#4i\
When a member joins the IFA this will be confirmed by post and the member will be
sent a confirmation letter, membership card and certificate and badge (dependent
on their membership category) with their membership expiry date.

EERIMA IFA K, RIS EEESTHEBREMHREXNMR. &RWNE—HHE
K. R, EENEE (RRREFRER)D REgRENENH.

M NN IFA B, FRATTH i 25 R A5 AR 2 1E A . & SO IR — = A
PR 2R IR AEEE (BT Ha f2h) K H S RN R H .

8. MEMBERSHIP CERTIFICATES & 8%&/2 RiEH

FULL, PEOT & CARER

WA, PEOT KE#EER/ ¥, PEOT KEPESR
When an individual initially joins the IFA and is accepted for FULL, PEOT or CARER
membership they will receive the IFA sealed certificate to display in their place of
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work. This certificate is only issued once (as it acknowledges that your training
meets the requirements of FULL, PEOT, CARER membership after qualifying on a
course awarded by the IFA). Members are therefore reminded to take care of their
certificate. Each year when you apply to renew your membership you will receive
the confirmation letter that your membership has been extended and membership
card with a new expiry date only.

EBFIIA IFA SWEEE. PEOT REPFH K& EEHKE, MR84S IFA
EBEEBE, WRREMEKRET/EHE . ZESEEE R (RALERT
B2 IR/ & IFA RATHIRERE, HiERTHEM. PEOT REIHEEEN
BHER) . @ik, FEREFFRAMMNES. SEERRFEHESR, R
B e —HHEREN SENREERNGE, UR—ROEHFIPHNEEE,

MO IFA FF3R1F 5 0. PEOT BRIEY # 12 DL BEAS I, ABAT PR 3Rk A TFA s
ENZF S, AT B R e T Ol TAE D & o 3ZF BN R — 2k (R bRl T 16 s
ZHIESNFFE IFA NAT BT D7 iFE, Hak®) 7M. PEOT s34 & M (M B as 2
K)o DRI, & 0 T B RAAATE T . M g s o nt, & R Sl —
N SR K E, DU —KEEHEMHRS R k.

ASSOCIATE B & B /ikfEa R

Associate members receive a paper certificate each year which confirms that your
membership has been extended with a revised expiry date, alongside the
confirmation letter and revised membership card.

By BEERGRI - RAEESE, FPLHTRERCKER, BEHNALE
BTS2, UREZRMBITENETRFR.

e AR AR MR — SR ACUTHIE S, UER 2 R BT e K, IE B ENA @ BT
RGBT 2T H, LR AT R = AR

FELLOW & HONORARY ¥R & B FISRE & B/ HIRE RAIRE SR
Fellow and Honorary members receive a certificate once they have been awarded

this lifetime category of membership (this is usually provided at an award
ceremony).

EERGRNPBEGR, —HEBHLKRGHKE /R CEHAEREN LK
%, MEREE.

FEAT B IR 2 ORISR ES 2 51, — BSRAG L2 B Il R 2 D1 91 Gl ZE AL AR
BRI S

OTHER MEMBERSHIPS HAfth& %8R|/ HAih < G5

Other categories of membership receive a confirmation letter and membership card
but no certificate.

AR g R R g B R RN a R,

FABI 2 5k R i Bl s A2 Biie .

9. REPLACEMENT ORDERS EFi %48/ & $#MHR

If for any reason you require a replacement certificate e.g. due to a name change or
require a replacement badge or card wallet, then you can order this through the IFA
shop, once you have logged in as a member. For replacements of certificates you will
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also need to complete the Replacement Order Form, and provide a valid reason, for a
new copy to be issued.

REHMEM R R REERES, bR ERns. SREFRBERRR
. —BEUGRGHEREN, EETUEE IFA B HHETR. HREEH
i, HBEFTERN [EFMEHERSK] , WREERES, ERMEN
HHIREE

A SR AR AR SR R 5 S R, Bt T s A TR R R .
— B D2 0 B 8 el A ) DUE S TFA f R ARSI o O T UE P ) s 48k, £
A [ EP AR ], FR SR R B i, DUESRA A T BIE S

10. ACCOUNTS & INVOICES F1% B 52 /% J R EL

On the reverse of the confirmation letter, you will find a receipt of payment in the
form of an invoice for your accounting and auditing purposes. If you have made
payment over the telephone via our streamline card machine you will also receive
the customer copy receipt. No other form of confirmation will provided for
accounting purposes. We recommend that when members renew their membership
they use the auto-renew service in the member’s area or pay through the website
shop, which also provides an additional receipt for your records.

EMRRNER, SR —RESEANAZEER, THRENESMBENE
s EHE. MREEBRMOMAREUBZNR CRBFREFFSEERE. &~
TEARMMS T RS G HNTREINEZER. RMAEREGRERATHE
b, MPETRERECHEBETRY, SUBBMNTIENK, s g
FRERIFR R AR MUE

FERIN R T T, S B — 5K R SRR AU A i, vl AR 2 vH I 25 A e o
(K1 WEREIBLBATRL R TE AR, EoLk sz P R EdE . AT
HAt oy 1o & =M %5 B iR ALl . AT & e FE 0T, ATl
FEo DR XAE ) B Bl s I g%, B W ol 7 5 A5 K, IRl e B A BVF 2 9 T e =
AL -

If a member duplicates payment then the bank fee incurred by the IFA for the
additional payment will be deducted from the amount refunded.

MREE[/EJMAK , BEE IFA HFSMIREEIRTERGICERSEP R,

MRERAEBEMNK , BL IFA RTINS F= EVRITRARMBR I HBR.

11. LOST POST EX{F& R /HRf-i 25
In the event that post goes missing, members must inform the IFA no later than
thirty (30) days from the date the membership fee is deducted. This time scale is
necessary and must be complied with to enable the IFA to claim for compensation
with the Royal Mail. If the IFA is informed after the thirty (30) days, the member will
be liable for the fees to reissue plus the postage to resend.

WRFEAE TERARRKERL FRMEENRERZHE=T (30) RNEH
IFA. TEMERFHIFR 2 LR, HARESF, LAE IFA RESRSEB 1 2 R BBR
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B, WRAE=1 (30) REAEH IFA, & B BN EFHRHK SR ALK
&,

WRAE T IR R I L, 2 DA ZRAE H1ER 2 B 2 H i =1 (30) K iR IFA.
XA I RS PR A 00 ), HLAZiREST, DA TFA REWS ) 2k [ () 2 X MBUR I . W RAE
=+ (30) RJaAMHN IFA, 2 TRt H AT EHTAIE I SCIFRTRE 2 F LURHE 2% -

Membership confirmation and quarterly magazines are always sent by standard 2nd
class mail.

T B RSB A5 AN B T H R B B AR i AR SRR AT K
2 PG AN L3 T i AR ) — GRS S HEAT A%

Please note it usually takes between 2-3 weeks for post to be delivered outside of
the UK. Please do not contact the IFA regarding lost mail until at least fourteen (14)
days have passed from the date the membership fee is deducted if residing outside
of the UK. Members within the UK should contact us within ten (10) days of non-
receipt.

R, BEFEE TR 2-3 B RRRERI IR L. R E A B
S g BEHMAEERZ BENZES T (14) RN, BAEHE IFA. MAEKBSE
W& R BAEREEIBAR+ (100 RABERM.

TR, WA A TR 2-3 A A eIk B S B/ . W R S (A o [ 45 4
s BAEFIAT P HARR 2D (14) RN, WAL R IFA. T 7E D [ 55 4 1)
= PUNAEARWCRHE A (191 (10) RNERR I

Although we understand and share your frustrations when post goes missing, the
[FA will not take responsibility for lost mail, which is outside of our control.

EERBA BB B R R R B BUR, (H IFA A EHERNBAER, ER

BRIV IEEAZ IR -
IR FRATTREER AR B AR 32 ST R A PR IBUR, {HL TFA A 200t R R BB 4 5, 12 BeAl]
P RES e

12. DAMAGED POST H 48 A5 18 B T / R4 8 Al 3 R AE T

All certificates are distributed in a ‘do not bend envelope’ to protect it from damage.
If your mail does arrive damaged, you must inform the IFA within the thirty (30) day
timescale, which also applies to damaged post, and provide pictures of how it
arrived in order for us to make a claim.

AR EEBAN [ATEihfER] &, PR IEERRRE RN EE.
INRER B EBERSE T, BUBEE=T (30) RFkHIR i@
IFA, 58 R IF DRI B . SER Ot —SRAE B R IERRERE R AR
R, CAEBRFISRE I AH B R

P BAERATEN [ ATTE i fEE | 25 0, AR b s RS LA 2 .
RAE IR PE R SCE AR BT 1, S 20 =+ (30) R A [ HYIFR A I K IFA, X8
T HARE OSBRI o 15 SR — SKAE WP AR 1A I BIARE BE ARG A, A
FEFRATTHR A SRR W

13. REISSUING EHi# %/ EHH K
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If you have not received either your certificate, confirmation letter, membership
card and/or magazine in the post and this has either:

WRERA B TR EES. HERE. @Efiﬂl/‘i?ﬁm,
IR BA I E P ERESS . BAMR . & SR/ Bk, ﬁﬁﬂ.

a) Notbeen returned to the I[FA
KA R IFA; KA H845 IFA

b) Sentto an incorrect address due to inaccurate, incomplete or outdated details
provided by the member

R BRA T AR, A SBEURR S BB A R RS R K At
M T2 et ANER . AN e RE R I (45 SR 1 IS I B R A bk

c) Oryou have not notified the IFA within the thirty (30) day time scale to reclaim
from the Royal Mail

HEBRAE=T (30) KRR NIBEE IFA 78553 2 Z B+ EE E4F
B IEBCATE =1 (300 KA TE] I8 R0 IFA M\ [ 52 52 M B0 B [m] 5 A2

You will be required to cover the costs to reissue and repost the missing items.

T R B SO EH 3 AR B B SO B AER &
T 5 SO EL T A Y R XA SRS A B F AR 3%

The costs related to reissuing are as follows:

EH RN AR ERDT
FEOBT R I AR S SO S N T

Membership Certificate £10.00 & B#E& /< RiEH

Membership Confirmation & Card £10.00 & BMERME B K/ RIS R
Membership Badge & B#&E /2 i3 £5.00

Magazine FEaEHAT /2 EWIT) £4.50

Plus postage JNER & /hnl 7%

Postal price charges are based on the Royal Mails current pricing structure,
which can be found here:

B & R A Royal Mails ERiHEE, TFIFEMERRE:
1 %% /&34 T Royal Mails A7 EN, TI7EHALIRE]:

https://www.royalmail.com/sites/default/files /Our-prices-2018-effective-26-
March-2018-46305575.pdf

To make the payment for reissuing fees, you will need to login to the member’s
area of the IFA’s website and visit the IFA shop. Only if you are logged in will this
information be displayed as it is does not apply to members of the public.

EXMNEFRBENEE, BEELSE IFA AUk e B B E W RiA: IFA BERK
H. RAEEEEERIEEREERER, HABRABRBERE.

ﬁiﬁi%ﬂl\kﬁﬁ%ﬁﬁ, TR B TFA P2 AL X IFATAE TFA 715 FRIAR
M. RAEEERN A 2FBRXEE L, PO B ARTEE MR
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14. MAGAZINE HA7 /337

As part of our members benefit package, all members will receive the Aromatherapy
Times magazine in hard copy in the post (with the exception of those who reside in
China, Hong Kong, Taiwan and Japan who can access a digital translated version in
the member’s area for spring, summer and autumn editions and only receive the
winter edition in hard copy), which will be posted second class and sent to the
members address as recorded on our database.

ERBEME RN FE, Fra g RRESFPREDTERT (B
R &, @B AR ] RE BB = & S bR 4%
B EHBROLFHONT, MATUER LN REERERETHES. B
AKEHTIRIBIRERRAD

PERBA = RBE A A i, Py 2 Gk el ol 2055 A i A QIR O (R
H. & SN HARR 2 5 R USRI ATHZEE 2 i 2 Rtk 2 5e [ — g2k
Y 8328 P A Z= RRAYTHD, ABATTRT BALAE I B2 53 % X W i 1 (R . A1
I FERA) .

The same principle for reporting missing magazine editions applies as per point F11.

F11 2t FARE R T B A B R R L
F11 i 0 R REE F T 0 s o 1 SR 0 o

Members can expect to receive their magazine in accordance with our publication
dates, which can be found by clicking here.

B R AR R T AR B ORI TR B3, RS T ARE

o GRS FATHIHI R H i H PR BT B H ], X aT DLk E

15. CUSTOMER SERVICE % 5/ W% IR 5%

For all enquiries relating to membership please direct your correspondence to the
IFA’s membership registrar office@ifaroma.org. We aim to respond to emails within
five (5) working days and ask that members refrain from sending repetitious emails.
All emails are answered in chronological order.

FREENHTARE, FRHLEHD IFA HEHEETHA office@ifaroma.org. &
METeeAER (5 EAIEANEE, FeRAERZHAERNETELG. FF
B T SRS S e [ AR R 2K [ 7

BHIRESFERIITA ) @, 15 AL IS IFA B FE5 B0 office@ifaroma.org. AR
AREE R G) AN TAEHARE, o RAEKEMFEEEWHE IR FrarEr
IS A2 20 2 e WAe 281 4 s ) 24 i ke [ &2

16. COMMUNICATIONS WITH STAFF B25; S Bi%/ 5 R EX R
All members must be polite and respectful in all communications with the IFA’s staff.

R IFA BIRKTABRERET, gL ARSAFRSINEE.
fE5 TFA BAG P A IR R 5, I & R R R AT ALSUR o 5

UNACCEPTABLE BEHAVIOUR AR #3247 A/ AT B AT N

The IFA recognises the importance of meeting members’ expectations of a high
standard of service delivery but not at the cost of the abuse of its services or the
mistreatment of its staff. Unacceptable behaviour is defined as behaviour which is
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aggressive, vexatious, and persistent or any form of abusive behaviour. It also
includes persistent unreasonable demands.

IFA EHZH e RNRFREREMENERENE, EARUNBRHALRERERL
BTRAE. AEZNTHEELARBE. SRR AR AR
BRATA. BESFEATENER.

IFA TR B AL 2 DO T rarbm 4 Ak 55 30 22 1) ER Bk, (ELAN S DA P JFL A 55 BIRE 75 L
AR . AFHZ AT N EFEE A RIS IE ToBHH FRE AN BAT AT 2
AT N EEAERFEEAGE 2R .

Behaviour is not viewed as unacceptable just because a person is forceful or
persistent. However, the actions of members who are angry, demanding or
persistent may result in unreasonable demands or behaviour towards employees,
which in turn would be deemed as unacceptable. The member’s action may also be
considered unreasonably persistent if all internal review mechanisms have been
exhausted and the member continues to challenge the decision relating to their
complaint or dispute.

FAT R /AN T AME B4R R HL it B A\ BRE R L8 . AT, fEE. A
ZIRFFEAETH & RIT AT REBHB AN AN SHERIUTH, RBRIEHAR
BATER. MRFANKEEREFCHS B e R ERH IR EEE
BERE, AlZe KT RUTIARAAN S EFEFE.

FAT ABARNAS AT B2 A DA D EL G I8 N R RS 28T, 108, rZ)
BAFSEANMT 0 2 BAAT D9 AT RE-S BUR I G AN & BEEDR BT O, SO Rt e A
AR, WA A B AL AR OO B REREE U S AR R e R
P, WZ 2 AT B AT B A & B RR AR A

Aggressive Behaviour BUMAT &/ B AT AN

This is behaviour which is deemed violent and may result in physical harm. It also
includes behaviour or language (written or oral) that threatens aggressive acts.
BRETABRER/RBNTRUETRERASEE, BEOHABEERNRIBIT AR
e (FHROB) .

AT NN 2 AT NI AT RE T BN S 055, A3 BB PE A 1R I8 AT iR
& Rk .

Abusive Behaviour Physical &% i 58817 %/ B H BTN

This includes physical violence and harassment as well as angry physical gestures.
ERFEKENRINEE, URESERNES.

XEAE AR B S MGED, ARSI 3

Verbal OB/ 03k

This includes rudeness, derogatory remarks about staff or the organisation,
inflammatory statements and unsubstantiated allegations. This also includes
personal attacks on a staff member’s ability or character and subjective conjecture
about conduct.

EAUEHES RN, HBERMEGHNRASH. RESHRIREHERREE. 8
BAERIIR B8 JT B AR N B B DA R FAT R R BE AR
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RAUFHE LA MPRBRARNZHRF . WaltE SRR EIESLRIIRE.  iE
LA XS A 53 R RS IO N B Bt LB HAT N 0 WA A8

Intimidation / Threatening Behaviour 2L/ B & 17 5 ; BV N/ BMT N

This is behaviour that causes staff to feel afraid and/or threatened. This includes
persistent invasion of personal space and threatening language (written or oral).
This also includes inappropriate behaviour where members appear to be crossing
professional boundaries.

BAA/ERTHBR LREFHN/NZEEE . BEE T RENRILEARLREEH
M—EHEEMES PHRIEROF) . HAETERNAESTS, EELFE
A ) ESEE R AR

AT NS ECT WA TRE AR A/ B2 2. IXBHE TSR AFLFRZ 1)
AL TR 5 (MEBIE k) . WA T2 G SAT Y, NN
AR EAIEE L

Vexatious Behaviour I EL R 4T &/ TTEBUR AT A

This is behaviour which is disproportionate to the matter in discussion. It includes
behaviour which appears to be without sufficient grounds, purely to cause
annoyance or to misdirect or waste IFA resources.

BRETHETASE ] BEAFNR. B8 T IUFRERSEBITS, AR
RA T 5EEAKM. RERRE IFA KEIR.

RFAT G TG BRI AR 18 A5G TN BCA 780 BRYE AT, iR
N T SHEBUN . TR T EGR P IFA B

Persistent Behaviour & AT HI4T /L ANKRIATH

This is behaviour where despite reasonable attempts to resolve a matter, the
member continues to make high levels of communication and will not accept that
the IFA cannot provide them with a level of service other than that which has been
provided already. Examples include refusing to accept a decision made by IFA,
refusing to accept explanations relating to what options are feasible and pursuing a
case without presenting any new significant information. The IFA considers this
behaviour unacceptable when it is taking up a disproportionate amount of time and
resource.

ERTARNE REEARRBENSEERT, B 38RAERMENRE.
W HAEZ IFA E AR IFA B AR SR . Fl,
BB Z IFA P FIRE, TEERE A MBI TAR T RERIE. £
ANRBAEMFHIEEE BRI TEEERR . & IFA SHEERIT /MG T AE LA
HIRF AR VRS, IFA BAEREIT AR TEZM.

XFAT AR, REEA MR AR & B2 T, (B2 kSRR A EREE. Jf H.
AR TFA COHSEHEAARSS T IFA Toik AR AR b 2 A AR 55 . B, T4 4%
5% IFA FItfitE R g, TRL 8 2 A SRR AN L L T AT AR DT ST, fE AR AT
B 0 S B O T ARBHE TT. 2 IFA PRASIXMAT 9 5 T A& HE A Fg st T A 5
VRIS, TFA ANIZRAT R A T2 1 o

Unreasonable demands A& EFIER/ A EHEBIER
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This is where members make what is considered to be unreasonable demands on
the IFA through the amount of information they request or send to the organisation,
including what the IFA deems to be to an unacceptable number of recipients. It
includes unreasonable demands regarding the nature and scale of the service they
expect, and who they expect to respond to demands. Examples of this may include
demanding unreasonable timescales, insisting on speaking to particular members of
staff only, emailing a large number of recipients in the IFA regarding the same
matter or persistently demanding disciplinary action against members of staff or
contacting multiple members of staff regarding the same issue.

EHRERER IFA REAGEPENERAEHESERE R ENNEEER, &
# IFA BBRERA T EZNRECE S E. A5 7 HHERB g5, HEa
REBHEALWAGEER. BHROATTRESRS: ERENSENRHN, B
FrRERPERBRAIR. A RFE—FIREBEHR IFA FH KRB, FHE
SRETEE R SREUACHR R 70 BUBH R 2 42 Bl R 25 SR B R S L PR .

XAR 2 G EDOR IFA $RAUA G PR (E B R u A L AR A 55 B E B 2R, s
IFA I\ AN AT 32 R CE B . O 4E 1 ORI IR MR B AR . S B R it
M5 N LA G BEOR . X0 5 AT REE 4G BORAEA G LA E] Y, U4 H
SR IR SR WA K A — S TUE L FL IR ) TFA KR 457 R B SRR
IRPRIVERE LTI S A AT SN P = LT

If a member does act aggressively, abusively or excessively this will be deemed a
breach of the terms and conditions, and individuals will be warned to discontinue
their current behaviour and ‘cease and desist’. They will also be informed that this
will be logged on their record to inform other or future staff of their aggressive/
abusive conduct. Failure to change behaviour, will result in the individual being
subject to the Disciplinary Procedure which can result in termination of membership
or denial of membership renewal.

WR— 2 E SMERRBOR M. WA BRIBEATR, RS RER RS

Wi el B &S UE IE R E R E AT R, WE [RIEREE] . /RS
R, BAERAEMPIRME AT, CUBMHEAMECRRHB R A R AR /8
BATR . METRRESEREBRICHEEFRAR, ErREReREERK
RIEEARIERE R DR S .

IR — 442 DU SR UL FERR MG« i FH B BEAT D, R WAL i S skl S ok, IR
W RVES UF IR HETI A NATN, RN T&IERIFIE ] o & GRS, 20k
HNFEAATIA AR, DU ENHAR SRR M ER 0347 St A T i i /i AT
WA AT NARAT R P B2 B DR P AR, B ] RE 3 802 1 BEAs e 4 b Bl da
HIEKHFR =5

17. CONFIDENTIALITY fR%/fR %
a) Members must treat all documents and other communications issued to them
from the IFA as strictly private and confidential.
& BUAE TFA Fr A A K B ST AN AR IR (5 R AR N FIERES
o AL ZIURE TRA JT A2 AT T P A SCA A E A5 A A N R
b) You must:
b Za

s NS
T2
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i.  Never share information or correspondence issued to you by the IFA
with third parties;

VI B =77 IFA B NE BREH
P11 58 =75 oy 5 IFA R TEIIE RalifE 4

ii.  Take all reasonable measures to ensure that your employees (if you have
them), clients and other third parties working under your direction, treat
information from the IFA in the same manner; and

RV SR, BAKHNET ERK - EFAHMHAL
FEERE T RS =7 AR TR EEERE IFA BER M

R V)& B, B ORI 03 T (I RA ) « 2 7 A g N 1 AE
48 N TARRS =7 LARRE R 7 s(E A EOR B TFA 45 A

iii. ~ Notdisclose information provided by the IFA to any person outside the
membership unless you have received the IFA’s express permission to do
this e.g. information provided in the member’s area for your personal
use, which explicitly states if published in any journal or provided to any
third the [FA must be acknowledged as the author of the information
provided.

BRI EBA IFA FIBIRERFTT, SRIAE e8] SRR A IFA
REPEAMED, Flan:. AL REBRREGEAEARERNEE.
WRAEAE ST L RRRR UG =T7, U TFA ARt
B/ BHIEE

BRARE OIS TFA (WIRERF AT, S RASHT A & 8 DA RAR (T A 3R TFA
RAERAGEE, Bln: 48 e S B A A E AL KB RAE R
RAEAEATII B SR sdR AR AR 28 =07, L ZANIRERR ] TIFA A3 fit
Hall/ (5 B EE

18. RAISING A COMPLAINT 1%k /e XF

To raise a complaint regarding the service you have received at the IFA please see
the IFA’s Complaints Policy.

s IFA HIBRSAE 85, B2 IFA I [#GEFBUE | .
WA IFA HIIRSSAE B4R, &S IFA 1 [ HFECE ] ©

19. FEEDBACK [a##/ [543

The IFA is always looking for new ways in which to assist our members and your
feedback is valuable to us. If you would like to make any suggestions of how we can
improve our services please complete the feedback form in the member’s area.

IFA —EAEFSTHFH T AR GHRMNE R, BRRENRMAREEE. nEKY
BIMITSCERB A EMER, FHRRETREENREERK.

IFA — ELAEFHOFHITT ORI BN BA T 2 51, I R B BAMRAIME . dnfEaions
ATy SO AR S A AR T, RIS & AL X R BR A%
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20. MEMBERS’ AREA € BEE /2R EX

The member’s area is strictly for registered members only. You must not share your
access codes with any third party.

TRERERIRETR. ‘5” BRSBTS =07 LR B8R URG
AL XAPREM 2 01 BAG SRS =J7 LB & A,

Members should make full use of the information and templates available in the
members’ area to support their practice and login at regular intervals.

TR ERS A G R BIE AR EANBIAR, PSRMPIN3E TR B e
ﬁj‘%a

AN R A 4 R X PR B (5 BN, LIS RRBATT R ol T4 HoE 16
io

21. NEWSLETTERS @&]/3& #
When you join the IFA you may ‘opt in’ to receive our newsletters, but will not
automatically receive newsletters until you have given us expressed permission to
do so.

BRI IFA By, EATCA 88| BlERMRFEMR, EEGHERS T2
BT, RN & BB & SFrEa .

BN TFA I, R UL [k ) BRIRATTR Scodnid i, (BRI R s fo v 2 Al
HATA 2 B AR o s i

To ‘optin’ click here.

R , FEREIE.
R, i sdA.
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