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Acronyms
AAP

Accreditation Appeals Panel

CPD

Continuing Professional Development

CPC

Code of Professional Conduct

CFSP

Competent Fire Safety Practitioner

EFSM

Essential Fire Safety Measure (Includes statutory fire safety measures and any other
measure nominated in an applicable fire safety schedule or by virtue of the EP&A
Regulation)

FPA Australia

Fire Protection Association Australia

FPAS

Fire Protection Accreditation Scheme (the Scheme)

FSA

Fire Safety Assessment

FSD

Fire Systems Design

Definitions
Definitions of words or expressions used in the Scheme, including the attached schedules.
Applicant
An individual who makes an application to FPA Australia for accreditation under FPAS.
Certificate of Currency
A document that confirms a current insurance policy is in place for the sums itemised and the business
activities described.
Code of Professional Conduct
The Code of Professional Conduct for accredited individuals contained in Schedule 3.
Scheme
FPA Australia’s Fire Protection Accreditation Scheme being this document.
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Section 1.0 Introduction
1.1

Fire Protection Accreditation Scheme

1.1.1

This is the Fire Protection Accreditation Scheme (the Scheme). The Scheme is managed by Fire
Protection Association Australia (FPA Australia).

1.1.2

The Scheme establishes the criteria to be met by any individual seeking accreditation as an accredited
individual under the Scheme.

1.1.3

Applicants for individual accreditation must demonstrate that they have the knowledge, skills and
experience required by the Scheme.

1.1.4

The Scheme also establishes a code of professional conduct and a continuing professional
development guideline for accredited individuals.

1.2

Commencement

1.2.1

The Scheme commenced on 1 July 2013. Fire Systems Design and Fire Safety Assessment
accreditation under this Scheme was approved by the NSW Secretary of the Department of Finance,
Services and Innovation on the 20 February 2019 as satisfying the provisions of the NSW Competent
Fire Safety Practitioner Co-Regulatory Accreditation Framework Guideline. The Secretary will publish
an order to this effect in the government Gazette in approximately twelve months in accordance with
clause 167A of the Environmental Planning and Assessment Regulation 2000.

1.3

Objectives of the Scheme

1.3.1

FPA Australia administers the Scheme which is a national voluntary accreditation scheme designed to
recognise and promote individuals with the knowledge, skills and experience required of professionals
to competently undertake roles in the fire protection industry.

1.3.2

The objectives of the Scheme are to specify the:
 scope of the role for each class and category of accreditation
 work activities for each class and category of accreditation
 knowledge, skills and experience required for individuals to be accredited
 application process
 assessment method for accrediting individuals
 insurance requirements for accredited individuals
 code of professional conduct for accredited individuals
 continuing professional development for accredited individuals.

1.4

Application of the Scheme

1.4.1

The Scheme applies to all individuals seeking accreditation or the renewal of accreditation in New
South Wales and to all accredited individuals practicing in New South Wales.

1.4.2

Individuals do not have to be a member of FPA Australia to apply for accreditation.

1.4.3

The Scheme does not apply to bodies corporate or businesses, only individuals.

1.4.4

The Scheme may apply different knowledge, skills or experience requirements to different classes of
accreditation either permanently or for specified time periods.

Page 5

© Fire Protection Association Australia

Section 2.0 Accreditation
2.1

Transitional Accreditation

2.1.1

The Scheme provides for Transitional Accreditation that recognises the experience of an individual
who has worked in the fire protection industry for a period of time and holds the minimum
appropriate level of competency (knowledge, skills and experience) to perform the role in a given class
of accreditation.

2.1.2

The Scheme requires accredited individuals to ‘transition’ to Qualified Accreditation within a specified
time frame (4 years) once a qualification is designated by FPA Australia and becomes available to enroll
in.

2.2

Qualified Accreditation

2.2.1

Qualified Accreditation recognises individuals who have fulfilled the requirements identified under the
Scheme by way of relevant nationally recognised qualifications or set of competencies designated by
FPA Australia.

2.2.2

Qualified Accreditation is not currently available for accreditation classes Fire Systems Design and Fire
Safety Assessment. FPA Australia will designate minimum qualification requirements in the future and
offer qualified accreditation accordingly subject to acceptance by the Secretary of the NSW Department
of Finance, Services and Innovation.

2.3

Classes, categories and restrictions of accreditation

2.3.1

The Scheme allows FPA Australia to accredit individuals in different classes and categories of
accreditation.

2.3.2

Table 1 sets out the classes and categories of accreditation; and any restrictions placed on a category.

2.3.3

An applicant may seek accreditation or the renewal of accreditation in one or more categories.
Table 1. Classes, categories and restrictions of accreditation

Class

Fire Systems
Design

Category
•

Fire Sprinkler Systems

•

Fire Hydrant and Hose Reel Systems

•

Fire Detection and Alarm Systems

Restriction
•

Restricted to design of
fire sprinkler systems
only.

•

Restricted to design of
fire hydrant and hose
reel systems only.

•

Restricted to design of
fire detection and
alarm systems only.

Note:
All categories exclude design of mechanical ducted smoke control systems, except for Fire Detection and Alarm Systems
that includes accreditation for designing the fire detection and activation aspects of mechanical ducted smoke control
systems (not the mechanical aspect).
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Class
Fundamental Knowledge (applicable to both categories)
Regulatory Framework
•
•
•
•

NSW building regulations
National Building Code
Performance Solutions (Awareness only of Performance
Solutions for Restricted)
AS 1851 (Awareness and application.

Inspection of Fire Exits (Regulation 183 - 186)

Fire Safety
Assessment

•
•
•
•
•

Paths of travel to fire exits
Fire exits
Doors relating to fire exits
Warning and operational signs
Miscellaneous fire safety offences

Category

• Restricted

Restriction
•

Assessment of individual EFSM
applied for that the applicant has
demonstrated competency to
assess and has satisfied the
conditions of accreditation.

•

No restrictions. All EFSM where
the applicant has demonstrated
competency to assess and has
satisfied the conditions of
accreditation

Fundamental Knowledge PLUS
EFSM nominated

• Unrestricted
Restricted PLUS
Fundamental Knowledge

2.4

Application

2.4.1

An applicant must complete and submit an application on the approved form to FPA Australia,
together with supporting documentation and fee payment as detailed in the application form.

2.4.2

If FPA Australia considers it necessary, it may require further documentation or information to be
provided by the individual in order to evaluate his or her application.

2.4.3

FPA Australia will evaluate an individual’s application against all criteria in Schedule 1, Schedule 2 and
Schedule 3, to consider if the applicant has the knowledge, skills and experience to undertake the
written assessment.

2.4.4

The application fee and any applicable category and/or jurisdiction fees must accompany the
application form.
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2.5

Accreditation criteria

2.5.1

Schedules 2 and 3 set out the criteria FPA Australia will use to determine if an applicant has the
knowledge, skills and experience required to be accredited.

2.5.2

FPA Australia will assess an applicant for accreditation against the knowledge and skills requirements
by a written assessment.

2.5.3

FPA Australia will assess an applicant for accreditation against the experience requirements by the
information and documents provided by the applicant in the application form.

2.5.4

FPA Australia may refuse to accredit an applicant or renew accreditation of an applicant, if FPA
Australia is not satisfied that the applicant has completed an application suitably (Schedule 1) or does
not have the knowledge, skills and experience as specified in Schedule 2 and Schedule 3.

2.6

FPA Australia assessment

2.6.1

FPA Australia designs and marks the written assessment and establishes the pass rate to be achieved
by applicants.

2.6.2

FPA Australia may vary the content and format of the assessment at any time subject to it continuing
to address the knowledge and skills required to perform the role for which accreditation is applied for.

2.6.3

The written assessment is a ‘question and answer’ assessment and may include multiple choice
questions, short answer questions, calculations and case studies.

2.6.4

The assessment is of ‘open book’ format and applicants are permitted to use hardcopy materials
including relevant Australia Standards, National Construction Code, Acts and Regulations approved by
FPA Australia.

2.6.5

The Scheme states that if an applicant does not successfully complete the written assessment he or
she is entitled to one re-sit of the assessment or part thereof. FPA Australia will provide feedback to an
applicant on the areas that were deficient, in order to assist them with further study to prepare for the
re-sit.

2.6.6

The Scheme specifies that if an applicant does not achieve the pass rate on the re-sit of the
assessment, accreditation status will be considered unsuccessful.

2.7

Successful applications

2.7.1

FPA Australia will notify applicants of the outcome of their application following assessment against
the specified criteria.

2.7.2

Accredited individuals will receive an Accreditation Certificate and Card and will be listed on FPA
Australia’s publicly accessible register with any class, category or restrictions noted.

2.7.3

FPA Australia will impose conditions on an individual’s accreditation as described in Section 5.1.

2.7.4

Accreditation is valid for one (1) year and must be renewed annually for accredited status to be
maintained.

2.8

Unsuccessful applications

2.8.1

FPA Australia considers an unsuccessful application to be when an applicant does not meet the criteria
specified in Schedule 1 or Schedule 2 following any re-sit attempt.

2.8.2

Applicants who wish to re-apply after being informed by FPA Australia that they have been
unsuccessful must wait a minimum of three (3) months from the date of the letter from FPA Australia
informing them of their unsuccessful application.
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2.9

Appealing an unsuccessful application or renewal

2.9.1

If an application or renewal is refused, an individual can re-apply after the specified time period or
alternatively appeal the outcome.

2.9.2

An appeal must be made in writing to FPA Australia using the appeal application form approved by FPA
Australia and be lodged within 14 days of notification of the application or renewal outcome.

2.9.3

The applicant needs to provide detailed reasons for the appeal.

2.10

Accreditation Appeals Panel (AAP) and appeal process

2.10.1

The Accreditation Appeals Panel (AAP) and appeal process is described in Attachment 1.

2.10.2

All written appeal applications will be reviewed by the AAP who will consider the appeal and provide a
written decision of the outcome.

2.10.3

A decision of the AAP will occur within 90 working days of the date of receiving the appeal.

2.10.4

The AAP decision is final and there is no other means of appeal available.
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Section 3.0 Competent Fire Safety Practitioner: Fire Systems Design
3.1

Fire Systems Design class

3.1.1

The Fire Systems Design (FSD) class of accreditation allows an individual to act as a competent fire safety
practitioner to endorse plans and specifications for relevant fire safety systems (fire sprinkler systems,
fire hydrant and hose reel systems, fire detection and alarm systems) under Clause 136AA and 146B of
the EP&A Regulation.

3.2

Categories in the Fire Systems Design class

3.2.1

The Scheme specifies that the Fire Systems Design class of accreditation has three (3) categories:
• Fire Sprinkler Systems
• Fire Hydrant and Hose Reel Systems
• Fire Detection and Alarm Systems.

3.3

Scope of the role

3.3.1

Table 2 specifies the scope of the role in the Fire Systems Design class of accreditation.
Table 2. Scope of the role for Fire Systems Design

Fire Systems Design

•

•

•
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General requirements applicable to all categories for the role:
• Define scope, system requirements and extent of fire system
design projects.
• Plan sketch layouts of fire system design.
• Prepare detailed technical design documentation including plans
and specifications for systems and equipment (including
material, installation requirements, testing and commissioning,
operations and maintenance manuals).
• Assess and determine that plans and specifications for relevant fire
safety systems comply with the relevant provisions of the BCA.
• Endorse or refuse to endorse the plans and specifications as
complying with the relevant provisions of the BCA as a
competent fire safety practitioner under clauses 133AA (2) (C) (ii)
or 146B (2) (C) (ii) of the EP&A Regulation.

Fire Sprinkler Systems

As listed above in so far as the design role relates to fire sprinkler
systems, in particular designs compliant with:
• EP&A Act and Regulation
• BCA
• AS 2118 series
• AS 2941

Fire Hydrant and Hose Reel Systems

As listed above in so far as the design role relates to fire hydrant
and hose reel systems, in particular designs compliant with:
• EP&A Act and Regulation
• BCA
• AS 2419.1
• AS 2941
• AS 2441

Fire Detection and Alarm
Systems

As listed above in so far as the design role relates to fire detection
and alarm systems, in particular designs compliant with:
• EP&A Act and Regulation
• BCA
• AS 1670 series
• AS 3786
• AS 1668.1 (fire detection and activation aspects only)
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Restrictions
1.

All categories exclude design of mechanical ducted smoke control systems, except for Fire Detection and Alarm
Systems that includes accreditation for designing the fire detection and activation aspects of mechanical ducted
smoke control systems (not the mechanical aspect).

2.

Any performance solution involving a relevant fire safety system requires an alternative solution report under
clauses 130 (2A) or 144A of the EP&A Regulation before a complying development certificate (CDC) or construction
certificate (CC) can be issued by the certifying authority. Therefore, any CFSP accredited to undertake FSD of a
relevant fire safety system that incorporates elements as a result of an alternative solution, must obtain a report or
certification from the CFSP who prepared the alternative solution report relied upon by the certifying authority for
this work and ensure that their design incorporates these elements prior to endorsing it under clauses 133AA (2) (C)
(ii) or 146B (2) (C) (ii) of the EP&A Regulation.

3.4

Work activities

3.4.1

Table 3 specifies the work activities of Fire System Design.
Table 3. Work activities of Fire Systems Design
The work activities associated with fire system designers for all
categories include:





Fire Systems Design

Develop design brief.
Assess and interpret design requirements, legislation and codes.
Research products and design solutions.
Specify requirements of design solution and products to meet
design requirements, legislation and codes.
 Conceptualise and document design solutions.
 Validate that design solution meets required design criteria.
 Finalise documentation for tender procurement, manufacture,
construction, installation, commissioning and maintenance of
equipment for system designed, to ensure system meets all
relevant codes and standards. Such documentation would
consist of:
- system design calculations
- system required reference data such as schematics, details of
pressure gauge schedules, interface diagrams, cause and
effect diagrams
- technical specifications and
- tender and/or construction drawings.
 Assess and determine that plans and specifications for relevant
fire safety systems comply with the relevant provisions of the
BCA.
 Identify if the design of the relevant fire safety system
incorporates an alternative solution and if so, obtain a report or
certification from the CFSP who prepared the alternative
solution report relied upon by the certifying authority for this
work and ensure that their design incorporates these elements
prior to endorsing it under clauses 133AA (2) (C) (ii) or 146B (2)
(C) (ii) of the EP&A Regulation.
 Endorse or refuse to endorse the plans and specifications as
complying with the relevant provisions of the BCA as a
competent fire safety practitioner under clauses 133AA (2) (C) (ii)
or 146B (2) (C) (ii) of the EP&A Regulation.
 Endorse or refuse to endorse the plans and specifications as
above, prepared by another CFSP.
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3.5

Knowledge and skills requirements

3.5.1

All applicants must satisfy the knowledge and skill requirements specified in Schedule 2 for each
category in which they seek to be accredited.

3.5.2

FPA Australia will determine an applicant’s knowledge and skills in the category being applied for by
way of a written assessment against the criteria set out in Schedule 2.

3.6

Experience requirements

3.6.1

Applicants must have the experience specified in Schedule 2 for the category of accreditation in which
they seek to be accredited.

3.6.2

An applicant must provide evidence that he or she satisfies the experience requirements by providing
project information and documentation as outlined in Schedule 2.

3.6.3

FPA Australia will assess an applicant’s experience on the basis of the project information and
documentation provided by the applicant in the application form.

3.6.4

Where an applicant seeks to be accredited in more than one category, he or she must have obtained
the experience specified in all categories applied for and provide the required evidence for all
categories applied for.

3.7

On-line FPAS information video

3.7.1

The Scheme requires an applicant to view an on-line video on FPA Australia’s website prior to sitting
the written assessment. The on-line video provides information on FPAS that all applicants must be
aware of including the need for accreditation; scope of the fire systems design role and work activities;
the assessment process; examples of assessment questions and FPA Australia’s expectations of
accredited individuals.

3.8

Written assessment

3.8.1

The written assessment paper comprises the following three (3) parts:
Part A: Legislation and Codes - knowledge of national legislation and codes.
Part B: Practical Application - ability to apply knowledge to a practical situation.
Part C: Australian Standards - ability to read, locate and apply specialist knowledge to questions on
Australian Standards relevant to the category being applied for.
Applicants can complete these parts in any order they wish during the assessment.

3.8.2
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The assessment takes up to 4 hours to complete depending on the category applied for.

© Fire Protection Association Australia

Section 4.0 Competent Fire Safety Practitioner: Fire Safety Assessment
4.1

Fire Safety Assessment class

4.1.1

The Fire Safety Assessment (FSA) class of accreditation allows an individual to act as a competent fire
safety practitioner to undertake assessment of the performance capability of existing essential fire
safety measures (for the purpose of informing an annual or supplementary fire safety statement) under
Part 9 Division 5 and 7 of EP&A Regulation.

4.2

Categories in the Fire Safety Assessment class

4.2.1

The Scheme specifies the Fire Safety Assessment class of accreditation has two (2) categories:
• Restricted
• Unrestricted.

4.3

Scope of the role

4.3.1

Table 4 specifies the scope of the role in the Fire Safety Assessment class of accreditation*.
Table 4. Scope of the role for Fire Safety Assessment
The role of the fire safety assessor is to satisfy the competent fire
safety practitioner aspects of Part 9 Division 5 of the EP&A
Regulation to:

Fire Safety Assessment

 Identify the standard of performance to which EFSM are
required to operate and perform.
 Assess (inspect and verify as per Regulation 176 (3)) that EFSM
are operating and performing as required.
 Inspect exits and paths of travel to exit to ensure there is no
offence under Part 9 Division 7 of the EP&A Regulation.
 Complete the competent fire safety practitioner aspects of the
approved Fire Safety Statement Form for annual or
supplementary fire safety statements.

 Restricted

 As per FSA general requirements above, restricted to nominated
EFSM.

 Unrestricted

 As per FSA general requirements above for all EFSM.

* A more explicit description of the Fire Safety Assessment role commensurate with the
requirements of the EP&A Regulation and validated via the FPAS accreditation process is expressed
in section 4.9 below.
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4.4

Work activities

4.4.1

Table 5 specifies the work activities of Fire Safety Assessment.
Table 5. Work activities of Fire Safety Assessment

The work activities associated with fire safety assessors include
acting as a competent fire safety practitioner to:
 Determine required standard of performance from the approved
design (original approved documents, fire safety schedule,
baseline data, or building manual where these are available).
 Review and compare with routine service records to identify if
EFSM are capable of operating to required standard of
performance and if any non-conformances or defects have been
rectified.
 Review and verify specific system interface functionality and
operation between EFSM required by AS, NCC or legislation and
consider routine service records holistically in this regard.
 Conduct visual inspection, undertaken to degree necessary, to
identify if an EFSM has been inappropriately altered or
compromised by changes in occupancy, environment or building
in last 12 months (comparable to definition of survey in AS 18512012).

Fire Safety Assessment Class

Note: A report of visual inspection prepared by another CFSP
can be used to inform decision making regarding EFSM
performance but cannot be relied on alone or considered to be
a substitute for the CFSP completing the Fire Safety Statement
conducting an inspection themselves.
 Review and verify performance test results obtained through AS
1851-2012 routine service or other routine service methodology,
where AS 1851 does not apply.
 Inspect signage, means of egress, exits, exit doors, discharge
from exits etc. Inspect signage and exits to ensure they are not in
a condition to warrant any ground for prosecution under Part 9
Division 7 of EP&A Regulation 2000, namely:
-

Clause 183 Fire safety notices
Clause 184 Fire exits
Clause 185 Doors relating to fire exits
Clause 186 Paths of travel to fire exits.

 Provide an assessment report to owner detailing assessment
conducted, findings and recommendations.
 Provide declaration / complete Approved Fire Safety Statement
Form where necessary to confirm that EFSM(s) has been
assessed and when assessed was/was not capable of performing
to relevant standard of performance.
 Endorse or refuse to endorse assessment for Annual or
Supplementary Fire Safety Statement as per Clause 181 (j) of the
EP&A Regulation.

4.5

Knowledge and skills requirements

4.5.1

All applicants must satisfy the knowledge and skill requirements specified in Schedule 3 for each
category in which they seek to be accredited.

4.5.2

FPA Australia will determine an applicant’s knowledge and skills in the category being applied for by
way of a written assessment against the criteria set out in Schedule 3.
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4.6

Experience requirements

4.6.1

Applicants must have the experience specified in Schedule 3 for the category of accreditation in which
they seek to be accredited.

4.6.2

An applicant must provide evidence that he or she satisfies the experience requirements by providing
the project information and documentation as outlined in Schedule 3.

4.6.3

FPA Australia will assess an applicant’s experience on the basis of the project information and
documentation provided by the applicant in the application form.

4.6.4

Where an applicant seeks to be accredited in more than one category, he or she must have obtained
the experience specified in all categories applied for and provide the required evidence for all
categories applied for.

4.7

FPA Australia Awareness Session

4.7.1

The Scheme requires an applicant to attend a mandatory FSA Awareness Session.

4.7.2

FPA Australia will present the session to inform applicants of:


key definitions and activities related to the fire safety assessment role



specific fire safety assessor knowledge and skills requirements



accreditation categories and Essential Fire Safety Measures (EFSM)



assessment process



FPA Australia’s expectations of accredited individuals.

4.8

Written Assessment

4.8.1

The written assessment paper comprises two (2) parts:
Part A: Fundamental Knowledge


Legislative framework



Part 9 Division 5 and 7 EP&A Regulation requirements

Part B: EFSM Specific - subject to restriction

4.8.2
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FSA knowledge of performance characteristics (indicators) that are fundamental to
performance of the EFSM system being assessed. What are the main elements that are
fundamental to performance with a demonstrated understanding of which elements are
critical or non-critical.



Identifying if a system is performing or not based on available information.



Scenario type questions or on-site case studies to demonstrate understanding of what
elements need to be considered when assessing and verifying the standard of performance of
an EFSM for endorsement.

Part A, the fundamental knowledge assessment takes up to 3 hours to complete. Part B, the EFSM
specific assessment takes varying time periods depending on the nominated EFSM applied for and may
be undertaken for a group of EFSM or a single EFSM at FPA Australia’s discretion.
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4.9

Explicit scope of Fire Safety Assessment role

4.9.1

Further to section 4.3 regarding the scope of the Fire Safety Assessment role, in particular the role is to
explicitly cover the following tasks in the EP&A Regulation.

4.9.2

Assessment of Essential Fire Safety Measures

4.9.3



carrying out the assessment of one or more of the essential fire safety measures (EFSM) in a
building in accordance with the requirements of Part 9 Division 5 of the EP&A Regulation to
enable the owner or a person on behalf of the owner to issue an annual fire safety statement;
and



when assessing one or more of the EFSM for the purposes of the owner or a person on behalf
of the owner issuing an annual fire safety statement the FSA must inspect and verify the
performance of each EFSM as required by clause 176(3) of the EP&A Regulation; and



assessing whether each EFSM, the FSA has been engaged by the owner or person on behalf of
the owner to assess for the purposes of issuing an annual fire safety statement, is capable of
performing:
-

to a standard no less than that specified in the applicable fire safety schedule (fire
safety schedule is defined by clause 168 of the EP&A Regulation) or

-

where a fire safety schedule is not applicable, to a standard no less to which the
measure was originally designed and implemented.

Assessment of Critical Fire Safety Measures


carrying out the assessment of one or more of the critical fire safety measures (CFSM) at a time
frequency identified by the relevant Fire Safety Schedule in accordance with the requirements
of Part 9 Division 5 of the EP&A Regulation to enable the owner or person on behalf of the
owner to issue a supplementary fire safety statement; and



when assessing one or more of the CFSM for the purposes of the owner or person on behalf of
the owner issuing a supplementary fire safety statement the FSA must inspect and verify the
performance of each CFSM as required by clause 179 (3) of the EP&A Regulation; and



assessing whether each CFSM the FSA has been engaged by the owner or person on behalf of
the owner to assess for the purposes of issuing a supplementary fire safety statement, is
capable of performing:
-

4.9.4

Endorsement of Fire Safety Statements (Annual Fire Safety Statements & Supplementary Fire Safety
Statements)
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to a standard no less than that specified in the applicable fire safety schedule (fire
safety schedule is defined by clause 168 of the EP&A Regulation).

Endorsing the Fire Safety Statement which includes checking and verifying:
-

that the statement is provided in the form approved by the Secretary of the
Department of Planning and Environment; and

-

the information provided for each the fire safety measures listed in the table in section
5 of the fire safety statement for which your initials are included in the third row under
the heading ‘CFSP’ is correct including checking the following:
o

the measure is correctly described; and

o

the date he or she assessed the measure is correct; and

o

the minimum standards of performance are correctly described, and
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4.9.5

-

each of the fire safety measures listed in the table in section 5 of the fire safety
statement for which your initials are included in the third row under the heading ‘CFSP’
was found when assessed by you to be capable of performing to the minimum
standard of performance.

-

Checking their details are correctly provided in the table in Section 6: Details of the
competent fire safety practitioners (CFSPs).

Assessment whether there are Fire Safety Offences


carrying out the inspection of the building to determine whether the building was, at the time
of the inspection found to be, in a condition that did or did not disclose any grounds for a
prosecution under Part 9 Division 7 of the EP&A Regulation for the purposes of the owner or a
person on behalf of the owner issuing an annual fire safety statement.

Note: The definitions provided under clause 165 of the EP&A Regulation including definitions of fire
safety measure, critical fire safety measure, essential fire safety measure, fire safety
statement, annual fire safety statement and supplementary fire safety statement.
The definition of fire safety measure includes both critical fire safety measure and essential fire
safety measures.
The definition of fire safety statement includes both annual fire safety statement and
supplementary fire safety statement.
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Section 5.0 Obligations of Accredited Individuals
5.1

Conditions of Accreditation

5.1.1

Accredited individuals must comply with the conditions of accreditation imposed by FPA Australia.

5.1.2

Applicants are required to sign a declaration on their application form stating he or she will abide by
the conditions of accreditation.

5.1.3

Conditions of accreditation require that an accredited individual:
1.

Be a signatory to FPA Australia’s Code of Professional Conduct and abide by all applicable
requirements of the Code.

2.

Support and agrees to comply with the accreditation scheme requirements and other laws.

3.

Comply with all relevant legislation, codes and standards.

4.

Only carry out the role and work activities specified in the category of accreditation in which
they have been accredited.

5.

Comply with the restrictions (if any) specified in the class and category imposed on their
accreditation by the FPA Australia.

6.

When undertaking related work, inform all persons of any ‘restriction’ to their accreditation
with failure to do so resulting in potential suspension or cancellation of their accreditation (as
appropriate in the circumstances).

7.

Notify FPA Australia of any changes affecting individual accreditation, within 14 days of the
changes taking effect eg change of address, contact details, employer details, insurance details.

8.

Hold and maintain relevant insurances continuously throughout their accreditation period.

9.

Commit to undertake continuing professional development in accordance with the
requirements of the Scheme.

10. Participate and co-operate with FPA Australia in any review, audit or investigation related to the
delivery of work activities for which they are accredited.
11. Retain all records relating to their individual accreditation and work activities performed as an
accredited individual for a minimum of 10 years.*
12. In the event of any investigation or audit, provide FPA Australia with any documentation related
to their role whilst holding accreditation. Documentation may include but is not limited to,
reports, file notes and drawings (where possible).
13. Renew their accreditation annually to maintain accreditation status.
14. Must not represent that they are able to do work requiring a competent fire safety practitioner
that extends beyond the competent fire safety function that they have been accredited for, with
failure to do so, resulting in suspension or cancellation of accreditation as is appropriate in the
circumstances.
15. Declare they are not currently suspended from any other competent fire safety practitioner
scheme.
16. Declare they have not had their competent fire safety practitioner accreditation revoked by any
other competent fire safety accreditation scheme in the last five years.
* Note:
Accredited individuals are required to maintain documents and records to support any future auditing, monitoring
or investigation of breaches under the Scheme.
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5.2

Insurance

5.2.1

The Scheme requires accredited individuals to be appropriately covered by insurance for the fire
protection services they undertake.

5.2.2

The Scheme requires an accredited individual to have a minimum insurance cover of:
 $10 million for Public and Product liability; and
 $2 million (inclusive of defence costs) for any claim for Professional Indemnity; or
 $1 million (exclusive of defence costs) for any one claim for Professional Indemnity.

5.2.3

Professional Indemnity insurance held by an accredited individual must:
 include in the list of business activities, all work activities relevant to the accreditation class and
category held; and
 be in the name of the accredited individual or the company name only and not be a joint policy with
any other party; and
 cover all past work of an accredited individual whilst accredited with Fire Protection Association
Australia (FPA Australia) up to a maximum of 10 years. (Note: This is done by electing a Retroactive
Date that is years past or electing a Retroactive Date of Unlimited).

5.2.4

Accredited Individuals must provide a Certificate of Currency from their insurer as proof of their
insurance cover for both Public and Product and Professional Indemnity insurance.

5.2.5

In relation to run-off provisions, which is when a sole trader retires or sells their business or a
company or partnership is sold, FPA Australia recommends that individuals obtain professional
indemnity insurance for seven (7) years after they cease working as a competent fire safety
practitioner, so as to indemnify their work activities during the period for which they were accredited
under the Scheme.

5.3

Code of Professional Conduct (the Code)

5.3.1

FPA Australia’s Code of Professional Conduct (Schedule 4) prescribes the principles, standards of
behaviour and service delivery requirements expected of accredited individuals under the Scheme.

5.3.2

Accredited individuals must sign a declaration stating they will abide by the requirements of the Code
and accept any decision by FPA Australia if it is determined they have breached the Code.

5.3.3

Breaching the Code may result in suspension or cancellation of an individual’s accreditation.

5.4

Continuing Professional Development

5.4.1

Continuing professional development (CPD) for the purposes of this Scheme means ongoing
professional learning by an individual after he or she has been accredited.

5.4.2

The CPD guide for accredited individuals (Schedule 5) is designed to ensure accredited individuals keep
their knowledge and skills relevant and up-to-date with industry standards and the regulatory framework.

5.4.3

The Scheme requires an accredited individual to attain a minimum number of CDP points over a
twelve month period in order to renew their annual accreditation.

5.5

Renewal of Accreditation

5.5.1

The Scheme requires an accredited individual to renew their accreditation annually.

5.5.2

An accredited individual seeking renewal of his or her their accreditation must provide FPA Australia
with current certificates of insurance and evidence of the required CPD hours.

5.6

FPA Australia processes and procedures for managing accredited individuals

5.6.1

The Scheme references FPA Australia processes and procedures for managing accredited individuals as
described in Attachments 1 to 6.
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Section 6.0 Public register of an individual’s accreditation status and
disciplinary actions
6.1

FPA Australia public registers

6.1.1

FPA Australia will provide a public register of accredited individuals under the Scheme along with their
accreditation class and category and restrictions on its website to satisfy the requirements of the NSW
Competent Fire Safety Practitioner Co-Regulatory Accreditation Framework Guideline.

6.1.2

FPA Australia will provide a public register of disciplinary decisions made against accredited individuals
under the Scheme on its website.

6.2

Disciplinary decisions

6.2.1

FPA Australia will investigate complaints against accredited individuals or may commence an
investigation regarding an alleged breach of compliance by an accredited individual, in relation to the
requirements of the Scheme.

6.2.2

Where a subsequent investigation determines that a breach of compliance has occurred by an
accredited individual, it may warrant disciplinary action by FPA Australia.

6.2.3

FPA Australia may take disciplinary action against an accredited individual who has been found in
breach of any of the following:
 FPA Australia Code of Professional Conduct
 conditions of the Scheme
 any relevant regulations, standard, codes
 breaches of conflict of interest as described in FPA Australia’s Managing Conflict of Interest
 non-conformance to a requirement set by FPA Australia to resolve any outstanding identified
breaches.

6.3

Disciplinary actions

6.3.1

If FPA Australia determines a breach of compliance has occurred, one or more of the following
disciplinary actions may be taken:
 caution and/or warning
 recommendation for additional learning or training
 request for corrective action
 restriction to an accreditation, suspension of accreditation or cancellation of accreditation.
 or any other actions permitted by the Code of Professional Conduct.

6.4

Appealing a disciplinary decision

6.4.1

An accredited individual who is the subject of a disciplinary action may appeal the decision made by
FPA Australia by lodging an appeal to FPA Australia on the approved form which will be referred to the
Accreditation Appeals Panel (AAP) (Section 2.10).
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Schedule 1

Application Criteria
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Schedule 1
Application criteria
Application criteria
FPA Australia will evaluate if an applicant has satisfactorily submitted the following information and documentation as part of its overall
determination of an applicant’s suitably to undertake the written assessment for accreditation.
Information and documentation required in the accreditation application form incudes:
1.

Personal and employer details.

2.

Relevant project information for each category applied for.

3.

Details of person(s) verifying project experience information.

4.

Statutory declaration signed and witnessed.

5.

Copies of any relevant qualifications, licences or statements of attainment.

6.

Colour passport photograph.

7.

Proof of Identity.

8.

Certificates of Currency to demonstrate insurance compliance.

9.

A current Resume relevant to the class and category of accreditation being applied for.

10. Applicant Declaration signed and witnessed.
11. Employer Declaration signed.
12. Fee payment.
13. Any other information that FPA Australia requests to reasonably determine the applicant’s suitability for accreditation.
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Schedule 2

Fire Systems Design Criteria
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Schedule 2
Fire Systems Design Criteria:
Knowledge, skills and experience requirements
This Schedule lists the criteria that must be satisfied by applicants for fire systems design accreditation.

Knowledge requirement
Application of legislation, codes and standards fundamentals




Know, understand and apply relevant aspects of the legislative framework including:
-

NSW Environmental Planning and Assessment Act 1979.

-

NSW Environmental Planning and Assessment Regulation 2000.

-

BCA

-

Relevant Australian Standards.

Understand specific fire system design approval processes.

Skills requirement
Identify design requirements


Define the scope and system requirements for fire system design projects.



Identify, interpret and apply relevant current legislation, codes, standards and regulatory requirements impacting on fire system
design.



Interpret and apply fire safety engineer’s design requirements for systems associated with alternative solutions (performance
solutions).



Identify and incorporate any relevant regulatory fire system design approval requirements.



Read and interpret a range of design drawings.

Solve technical design issues


Identify technical issues impacting on fire system designs.



Develop design solutions.

Prepare detailed technical designs and documentation Develop design solutions.


Plan a layout of a fire system design.



Ability to prepare a detailed technical design and documentation for a fire sprinkler system, fire hydrant and hose reel system or
fire detection and alarm system which comply with applicable legislation, regulations, codes and standards, and meet client
requirements.



Use workplace design tools to create, manipulate, save or file, and share design documentation.



Endorse or refuse to endorse the plans and specifications as complying with the relevant provisions of the BCA as a competent fire
safety practitioner under clauses 133AA (2) (C) (ii) or 146B (2) (C) (ii) of the EP&A Regulation.



Endorse or refuse to endorse the plans and specifications (as above) prepared by another CFSP.

Page 24

© Fire Protection Association Australia

Experience requirement


A minimum of four (4) years’ practical experience within the last ten (10) years.



A current Resume (relevant to the category of accreditation being applied for)



Details of seven (7) projects (where the applicant has designed the fire safety system)

Projects
These seven (7) projects should reflect a diverse range of medium to large buildings of varying classifications and uses and are required
to cover the following combinations.


One (1) project from either - an aged care or a hospital building and



Three (3) projects from either - a residential, warehouse, place of assembly or shopping centre building and



Three (3) projects from any of the above or buildings of other uses such as an office building.

Fire Sprinkler Systems and Fire Hydrant & Hose Reel Systems
Two (2) of the seven (7) projects must be buildings greater than 25 m in effective height. Only one (1) of the projects for buildings greater
than 25 m can be an office building.

Note:
If an applicant has the required experience but not all the required building types and uses, or the projects were not undertaken within
the last ten (10) years, other suitable supporting information to validate their application will be considered for relevance to the
knowledge, skills and experience required for the CFSP role and may be determined suitable as alternative evidence of experience.
If a project for a single building includes multiple fire safety systems designed by the applicant, it can be considered as a project for
other categories applied for.

Project Referee or Supervisor
The projects submitted must provide the details and signature of the referee or supervisor, stating that a significant amount of the
project design work was completed by the applicant.
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Schedule 3

Fire Safety Assessment Criteria

Page 26

© Fire Protection Association Australia

Schedule 3
Fire Safety Assessment Criteria:
Knowledge, skills and experience requirements
This Schedule lists the criteria that must be satisfied by applicants for fire safety assessment accreditation.

Knowledge requirement
Application of legislation, codes and standards fundamentals


Know, understand and apply relevant aspects of the legislative framework, including:
-

NSW Environmental Planning and Assessment Act 1979.

-

NSW Environmental Planning and Assessment Regulation 2000.

-

BCA

-

Relevant Australian Standards.



Understand specific requirements for assessment of essential fire safety measures:
-

Part 9 EP&A Regulation 2000 (includes reference to Ordinance 70 and 71).

-

BCA (including to the basic concept of performance-based design and how this can determine required EFSM operational
performance).

-

AS 1851 (Routine Service).

-

Determining System Interface Performance.

Skills requirement
Application of requirements for Annual and Supplementary Fire Safety Statements


Identify requirements and differences between Annual and Supplementary Fire Safety Statements.



Complete aspects of Annual & Supplementary Fire Safety Statements relevant to the competent fire safety practitioner role.

Determine EFSM and required standard of performance


Identify EFSM.



Identify Critical Fire Safety Measures.



Interpret Fire Safety Schedules.



Understand importance of approved design and demonstrate ability to identify baseline data and determine system performance
indicators.

Assess, Inspect and Verify EFSM performance and Part 9 Division 7 EP&A Regulation egress requirements


Inspection of EFSM including operating performance and operating environment (site survey).



Inspection of Exits and Paths of Travel for Part 9 Division 7 EP&A Regulation compliance.



Review of Routine Service records and any other inspection records that may not have been part of routine service but provide
information regarding the operational performance for EFSM.



Verification required standard of performance is achieved.

Report outcomes


Action when a fire safety schedule appears incorrect.



Action when an EFSM is assessed as not performing to a required standard.
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Reporting of assessment findings.



Completing the Approved Form relevant to the competent fire safety practitioner role.



Endorse assessment for Annual or Supplementary Fire Safety Statement as a competent fire safety practitioner as per Clause 181
(j) of the EP&A Regulation.

Restricted


Ability to identify and report on the standard of performance of one or more nominated EFSM.

Unrestricted


Ability to identify and report on the standard of performance of all EFSM.

Experience requirement

Experience requirement:


Three (3) years’ practical experience on several buildings for each EFSM applied for.



Supporting documents for which you have assessed the EFSM performance you are applying for.



A current Resume (relevant to the accreditation being applied for).

Supporting Documents
For each EFSM a copy of the required number of:


Annual Fire Safety Statements (AFSS) and/or



Yearly Condition Reports

must be provided where the EFSM performance has been assessed by the applicant.
If an applicant has the required experience but not the required supporting documents, other alternative supporting documentation can be
provided which may validate their application.
The relevance of the alternative documentation provided will be assessed and compared to the knowledge, skills and experience required
for the FSA role.
The number of supporting documents for each EFSM is shown in the application form (between two (2) and ten (10)).

Note:
If a supporting document for a single building includes multiple EFSMs, it can be considered as a supporting document for the included
EFSMs.
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Fire Protection Association Australia

Code of Professional Conduct
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Code of Professional Conduct
1.0 Code of Professional Conduct
The Fire Protection Association Australia’s Code of Professional Conduct (the Code) prescribes the principles to guide the standards
of behaviour, conduct and professionalism along with service delivery requirements expected from individuals who hold:
•

Accreditation under an accreditation scheme administered by FPA Australia.

•

Individual membership with FPA Australia.

The Code is a separate standalone document however is re-produced here for the purposes of consolidating all the information
regarding the Scheme in a single document.
Accredited individuals and individual members who agree to abide by the Code of Professional Conduct become signatories to the
Code (Signatories).
Compliance with the Code:
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•

establishes the benchmark for the delivery of services to the community

•

enshrines the principles of integrity and professional relations with clients

•

upholds the principles of the competitive process.
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Signatories:
•

agree to abide by the Code

•

are bound by the provisions of the Code

•

shall always act to uphold the intent of the Code and the reputation of FPA Australia and the fire protection industry.

Signatories must aim to perform to the highest ethical standards in carrying out their work to maintain community confidence in the
integrity of work performed.
Signatories must act honestly, ethically, responsibly and with accountability in providing fire protection services.
The Code cannot address all circumstances faced by Signatories in their work role, nor does it attempt to:
•

replace any of the requirements placed on individuals by legislation, or

•

provide standards to business practices.

If Signatories are in doubt as to the correctness of an action, they should seek the guidance of FPA Australia.
Signatories must comply with the Code, and those who contravene the Code may lose or have their accreditation and/or
membership suspended.

1.1

Objectives
Compliance with this Code will ensure Signatories operate responsibly and ethically and support FPA Australia’s commitment to
serve the community, for the best possible outcomes for the protection of life, property and the environment.
To this end, Signatories will promote:

1.2

•

high standards of service delivery through compliance with the full spirit and intent of all relevant legislation, codes and
standards that pertain to the fire protection industry

•

goodwill, positive outcomes and responsible corporate and social behaviour, through the observance of statutory
requirements and contractual agreements in all dealings with clients, competitors and the community

•

environmental responsibility and sustainable use of resources that consider the needs of future generations

•

honesty and truthfulness in all matters relating to the performance of work activities and never claim unjustly, qualifications
and / or accreditation that are not held

•

when carrying out fire protection work, actions or decisions that consider the welfare of others, above all other competing
interests.

Definitions
In this Code, the following definitions apply:
Accreditation Scheme:
A non-government, formalised process to recognise appropriate level of skills and knowledge.
Activity:
A project, task, service, report or advice that a Signatory undertakes in the fire protection industry for a Client.
Board:
The Board of Directors of FPA Australia.
Breach:
When a Signatory fails to comply with any provisions, terms or conditions set out or referred to by FPA Australia and the
accreditation scheme they are accredited by.
Client:
Any party that seeks the services of a Signatory.
Complaint:
Any reason for dissatisfaction or expression of grievance with a service offered or provided by a Signatory.
Individual Member:
An Individual who holds Individual or Professional Membership with FPA Australia.
Signatory to the Code:
An individual accredited under an FPA Australia accreditation scheme or an individual member of FPA Australia who have agreed to
abide by the Code.
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Work:
An activity that a Client commissions a Signatory to carry out.

2.0 Conduct
Signatories shall strive for best practice in relation to quality and compliance of work.

2.1

Professional Behaviour
When carrying out work, Signatories shall comply with the following Code requirements and exercise reasonable care and attention
in carrying out their work responsibilities, and in the exercise of their powers.
As a principle of professional behaviour, Signatories will:

2.2

•

abide by the terms and conditions and any guidelines established by the accreditation scheme and/or individual
membership

•

comply with all terms and conditions of this Code

•

comply with the National Construction Code of Australia and any other relevant standards, laws, regulations and FPA
Australia technical documents and guidelines related to the competent fire safety practitioner function

•

make certain that decisions and actions made in the work place are reasonable, fair and appropriate

•

take practical steps to consider all facts when making decisions and carrying out work activities and statutory functions

•

avoid any action or oversight that may discredit the fire protection profession, including those that a third party would most
likely conclude adversely affect the good reputation of the profession

•

not misinform clients, government departments, professional organisations, the community, other fire protection service
providers, accredited individuals and individual members of the Association about any matter relating to their work
activities

•

act honestly, equitably and with integrity, and without discrimination towards any person in relation to their work activities

•

maintain the security of confidential documents or information for which they are responsible

•

not use confidential information obtained through work activities for the purpose of gaining a private benefit for
themselves or for any other person.

•

act in the public interest above all other interests when performing their competent fire safety practitioner function.

Conflict of Interest
When working in the fire protection industry, Signatories shall pay particular attention to any actual, perceived and potential conflict
of interest.
Types of conflict of interest cover:
Actual Conflict of Interest
A Signatory holds a role where they can be influenced by private interests when performing a role.
Perceived conflict of interest
A Signatory holds a role where they appear to be influenced by private interests when performing a role.
Potential conflict of interest
A Signatory holds a role where they may in future be influenced by private interests when performing a role.
Signatories shall:
•

not take advantage of their position and responsibilities for the purpose of obtaining, any preferential treatment or other
improper advantage for themselves or for any other person

•

not request or receive a gift or benefit that is intended or perceived to cause them to act in an unfair or biased way whilst
undertaking their work activities

•

take all reasonable steps to ensure any person related to them does not receive any gifts or benefits related to the work
activities performed by themselves.

•

ensure that all conflicts of interest are disclosed and effectively managed. Unresolved or badly managed conflicts of interest
can lead to corruption or abuse of role and responsibilities or the perception that these exist.

The Code considers, that a person is related to a Signatory if they are a spouse, de facto partner, sibling, parent or child of the
Signatory).
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Note:
Examples of actual, perceived and potential conflict of interest and additional information on conflict of interest is provided in FPA
Australia’s Accreditation Scheme documentation (See Section 3 of Attachment 2 Managing Conflict of Interest).

2.3

Commitment to Best Practice
Signatories shall undertake their best endeavours to apply best practice in relation to:

2.4

•

quality and compliance of work activities

•

timely completion of projects

•

implementing and adhering to workplace health and safety requirements

•

promoting practices that reduce environmental impacts and contribute to the sustainable use of resources and energy
without compromising fire protection

•

developing ethical and responsible customer, competitor and community relationships.

Communications
Signatories shall:

2.5

•

be straightforward and honest in all professional and business relationships, ensuring that fair dealings with clients and the
community are accurate, truthful and not misleading

•

not make disparaging remarks in relation to clients, government departments, professional organisations, the community,
other fire protection service providers, accredited individuals and individual members of the Association.

•

inform a Client of any matters affecting their ability to carry out their statutory or contractual work activities, and keep the
Client informed of any subsequent change in circumstances to their ability.

Contract Administration
Signatories shall:
•

uphold all contractual obligations and deliver to the Client the agreed services

•

advise clients promptly where variations to contracts or scope of work are unavoidable

•

respond promptly to requests for information and co-operatively support efforts to resolve problems, claims and disputes

•

ensure professional quality assurance processes are followed

•

protect commercial-in-confidence information or intellectual property.

3.0 Compliance
3.1

Compliance Expectations
Work undertaken by Signatories must as a minimum, comply with or seek to exceed, all relevant legislation, codes, standards and
the requirements of the relevant FPA Australia accreditation scheme.
In addition to this, Signatories must have regard to FPA Australia documents and relevant voluntary Australian and International
Standards and Guidelines.

Work undertaken by Signatories must as a minimum, comply with or seek to exceed, all relevant legislation, codes, standards and any
relevant accreditation applicable.
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‘Must take into account’ means if a document published by FPA Australia applies to a particular work activity, there is an
expectation that the Signatory will attempt to apply it. If the Signatory is unable to apply it, the Signatory should be able to:

3.2

•

demonstrate the reasons why not

•

provide evidence that the outcomes will not adversely impact on fire protection or relevant regulatory objectives.

Accreditation
Signatories who hold accreditation shall support and comply with the requirements of the accreditation scheme within their
discipline and field of practice.
Accredited Signatories are accredited to act only within, and not exceed their accreditation level, which means to operate within the
limits of their qualifications, experience and expertise.
Signatories shall support and agree to, any audit process required by FPA Australia’s accreditation scheme or FPA Australia individual
membership.

4.0 Professional Development
Signatories shall undertake continuing professional development by maintaining and improving their skills, knowledge and
competencies within their field of practice.

4.1

Continuing Professional Development
Continuing professional development (CPD) means ongoing learning undertaken by a Signatory relevant to their field of practice.
Signatories shall meet the CPD requirements of FPA Australia’s accreditation scheme relevant to them.
Given that the fire protection industry is constantly changing and evolving by:
•

ongoing research

•

updated regulations, standards and codes and

•

new and improved technologies and equipment.

Signatories must take all reasonable steps to maintain and update their level of skill and knowledge in their field of practice to
ensure industry currency and maintain contemporary knowledge.
FPA Australia promotes the concept of ongoing learning and upskilling and expects Signatories to undertake continuing professional
development.

4.2

Approved CPD activities related to FPAS Accreditation
The approved CPD activities may include training in one or more of the following areas:
•

professional and/or good practice

•

relevant legislation

•

the accreditation scheme

•

relevant Australian Standards

•

technical knowledge relevant to the accreditation held.

Each FPA Australia accreditation scheme outlines CPD activities.

5.0 Insurance
Insurance cover is important for the fire protection activities undertaken by all Signatories.
Signatories must comply with any insurance requirements of an FPA Australia accreditation scheme or where required under
individual membership.
Insurance cover provides benefits to Signatories, business entities and the broader community by mitigating the risk of an
unforeseen event.
It is mandatory that Signatories who hold accreditation under an FPA Australia Accreditation Scheme, and where applicable
individual membership, maintain insurance currency either independently or through the business they are engaged by.
It is recommended that professional advice is sought by Signatories as to the appropriate level of cover for the fire protection
activities they undertake, if not already covered by the business they are engaged by.
Furthermore, Signatories should check with their insurance advisor to ensure that all business activities are covered and listed on
their insurance policy schedule.
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6.0 Promotion
6.1

Individual Promotion
FPA Australia will promote the benefits of using an accredited Signatory to provide fire protection services.
Promotion includes a national website listing of Signatories who are accredited under an FPA Australia accreditation scheme that will
provide an individual’s accreditation details.
Accredited Signatories permitted to use an authorised logo must comply with the guidelines as outlined by the relevant
accreditation scheme.

7.0 Declaration Requirement
To gain accreditation or individual membership by FPA Australia, Signatories must agree to abide by the Code of Professional
Conduct.

7.1

Cessation of Accreditation or Individual Membership
Upon cessation, suspension or termination of accreditation or individual membership, Signatories shall discontinue promoting
themselves as an accredited individual or an individual member and making any other reference to holding accreditation or
individual membership through FPA Australia. This shall require removing any documents from distribution that contain reference to
an individual’s accreditation or individual membership and advising existing clients that accreditation or individual membership is no
longer current.

7.2

Removal from Register
Cessation of a Signatory’s accreditation or individual membership, either voluntarily or by suspension or termination, and failure to
be financial, will result in removal of the Signatory from FPA Australia’s national register.

8.0 Accreditation Appeal Process
In order to determine that procedural fairness has been afforded to Signatories in relation to decision-making regarding
accreditation, FPA Australia has an Accreditation Appeals Panel (AAP) that allows applicants, accredited practitioners or other
affected parties to appeal decisions made by FPA Australia.
The AAP will operate the appeal process independently of FPA Australia staff.

9.0 Complaints, Non-compliance & Enforcement
Signatories are responsible for meeting obligations to maintain compliance.

9.1

Breaches
FPA Australia will investigate reported breaches of compliance with this Code, or any requirements of a relevant accreditation
scheme or individual membership. If non-compliance is identified it will take appropriate enforcement action regardless of whether
authorities such as state planning authorities or fair-trading, or the Australian Competition and Consumer Commission undertake an
investigation for breaches against the Competition and Consumer Act 2010 (including the Australian Consumer Law) or other
relevant legislation.

9.2

Monitoring Signatories
Signatories are responsible for meeting obligations to maintain compliance. FPA Australia reserves the right to request Signatories to
demonstrate processes and procedures that are in place to meet compliance requirements. FPA Australia also reserves the right to
conduct a compliance audit or to appoint an independent auditor to conduct such an audit.

9.3

Investigating and Reporting Potential Code Breaches
FPA Australia may instigate investigation to determine whether a breach has occurred without receipt of a written complaint where
it has reason to believe that, a Signatory is acting in breach of the Code provisions.
Other suspected breaches of the Code must be reported in writing to FPA Australia. Such written complaints must include the name
and contact details of the complainant, and include:
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•

a brief outline of the complaint and

•

copies of all correspondence exchanged between the complainant and the company or individual in question regarding the
complaint being reported to FPA Australia.
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FPA Australia will:
•

receive allegations about breaches of this Code

•

investigate all alleged breaches for validity

•

determine whether a breach has occurred, and if appropriate, refer the matter to the Chief Executive Officer (CEO) of FPA
Australia for further determination and possible investigation.

If the CEO determines a major breach has occurred, the CEO can immediately authorise suspension of the Signatory’s accreditation
and/or Individual membership pending the outcome of a further investigation.
Alleged breaches of this Code can be reported to:
Fire Protection Association Australia
PO Box 1049 Box Hill
Victoria Australia 3128
Tel: (03) 8892 3131
Fax: (03) 8892 3132

9.4

Outcomes When a Breach is Identified
If the outcome of an investigation determines a breach of the Code, the CEO may decide on, but is not limited to, one or a
combination of the following options:
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•

seek a formal apology from the Signatory for the breach as well as a written undertaking from the Signatory that the breach
will not be repeated

•

require the Signatory to take specified remedial action to correct the breach and avoid re-occurrence

•

send a formal warning to the Signatory stating they may be suspended from accreditation or individual membership with
FPA Australia unless certain actions are taken

•

refer the matter to the appropriate Regulatory Authority

•

suspend the accreditation or individual membership of the Signatory

•

terminate the accreditation or individual membership of the Signatory

•

inform the Signatory to take immediate steps to cease using any promotional material relating to the accreditation scheme
or individual membership and not imply in any way that he or she is an accredited individual under an accreditation scheme
or an individual member of FPA Australia.

© Fire Protection Association Australia
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Schedule 5
Continuing Professional Development Guide for Accredited Individuals
Continuing Professional Development (CPD)
Continuing Professional Development (CPD) is the systematic maintenance, improvement and broadening of knowledge and skills in your
professional area of practice. It is designed to ensure accredited individuals keep their skills and knowledge relevant and up to date with
industry standards and the regulatory framework.
FPA Australia expects Accredited Individuals to maintain records of CPD activities that extend or update their knowledge, skill or judgement
in relation to the provision of accredited services.
To maintain accreditation, individuals must accrue the minimum required number of CPD Points. To qualify for CPD points, an activity
must:
 Extend knowledge or skills in areas that are relevant to the current and future practice needs.
 Contribute to the development of the relevant accreditation class and category.
 Promote the development of relevant outcomes that will better serve the community; and
 Not form part of normal income generation.
Approval of a CPD activity is at the discretion of FPA Australia. Accredited Individuals are required to keep adequate records of evidence
that can be independently assessed and verified. These records must include details of:
 The date and category of the activity.
 A description of the activity and its relevance to improving the knowledge and skills required to practice as an Accredited
Individual.
 The evidence submitted to verify the validity of the activity; and
 The number of hours ‘claimed’ as contributing to professional development.

CPD Requirements
To maintain accreditation individuals must comply with the following requirements:
 Accrue a minimum of 20 CPD Points in every 12 month period.
-

Accredited individuals may accrue CPD points from any CPD category.

-

The conditions and restrictions outlined in Table 1 CPD Guide for Accredited Individuals.

-

The 12 month period is aligned to the accreditation renewal date.

Categories of CPD
Not all CPD activities are considered equal in terms of enhancing the technical competence and professionalism of accredited individuals.
Those activities that have a demonstrable relationship to extending knowledge and skills are given a higher weighting than those activities
that maintain existing knowledge and skills.
To achieve this, each activity is allocated a specific number of points per hour. The total points that can be claimed for an activity is the
result of the points per hour multiplied by the total hours contributed to the activity.
CPD activities and their corresponding weighting (points per hour) are categorised as follows:
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Category

CPD Activity

Points per hour

1

Formal education and training, including distance education, where there is a formal
assessment.

2.5

2

Short courses where a formal assessment may not be required.

1.5

3

Attendance at workshops, seminars and discussion groups and conferences where these are
delivered or facilitated by recognised professionals in the field.

1.5

4

Learning activities in the workplace (non-income generating) that extend your knowledge and
skills.

1

5

Private study of journals, texts etc (informal learning activities) which extends your
knowledge and skills in the accredited class and/or in the areas of business and management
skills.

0.5

6

Voluntary service to the profession relevant to accreditation.

1

7

The preparation and presentation of material for courses, conferences and seminars.

1

8

Any other structured activities not covered by 1 to 7 above that meet the CPD requirements
of this scheme.

1

9

Attendance at a nominated FPA Australia professional development session if considered
critical to FPAS accredited classes and categories.

tba
(depending
on subject
matter)

Table 1: CPD Guide for Accredited Individuals

Category
1

CPD Activity

Conditions

Notes

Points
per
hour

Formal education and
training, including distance
education, where there is a
formal assessment.

There is no
limit to the
maximum
number of CPD
Points that you
can claim for
these activities.

Study may be either on campus or by distance education. For distance
education, estimate the equivalent number of hours of formal face-toface education that would have been involved.

2

Short courses, professional
development sessions and
workshops where a formal
assessment may not be
required.

There is no
limit to the
maximum
number of CPD
Points that you
can claim for
these activities.

Includes professional development sessions and workshops relevant to
accredited class activities run by FPA Australia, Fire Services or other
authorities where the content is directly related to the accredited class
activities.

1.5

3

Attendance at seminars and
discussion groups and
conferences where there is a
clear link to the professional
development of individuals
working in the accredited
class profession.

There is no
limit to the
maximum
number of CPD
Points that you
can claim for
these activities.

Seminars and workshops will normally be delivered or facilitated by
recognised individuals in the accredited class and associated fields. Only
the portion of the seminar / conference that is relevant to accredited
class activities or the professional development of the individual may be
included.

1.5
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2.5

Time claimed is the actual hours of lectures, tutorials and assessment
work.

4

Learning activities in the
workplace (non-income
generating) that extend your
knowledge and skills.

A maximum of
10 hours may
be claimed for
these activities.

Activities that are normal work activities applying current knowledge
cannot be claimed as learning activities in the workplace. For any
learning activity undertaken in the workplace you must be able to
demonstrate how it has extended your knowledge.

1

5

Private study of journals,
texts etc (informal learning
activities) which extends
your knowledge and skills in
the accredited class and/or
in the areas of business and
management skills.

A maximum of
20 hours may
be claimed for
these activities.

Private study should be limited to areas directly related to accredited
class or business and management skills.

0.5

Private study includes the reading of books, journals, transactions,
manuals etc.
Sufficient records must be kept of claimed personal reading (e.g. date,
title, author and time invested) to address an auditor’s inquiry.
This information should be recorded after you have read the article for
audit purposes.

8

6

Voluntary service to the
profession relevant to
accreditation.

A maximum of
20 hours may
be claimed for
these activities.

Service to the accredited class profession may include:
 serving in a volunteer capacity on boards, working groups and
committees of FPA Australia
 being a member of the peer review panel
 reviewing technical publications prior to publication
 assisting with CPD audits
 serving as a volunteer on other boards and committees which
advance accredited class profession
 mentoring a colleague for work experience purposes
 preparation of written submissions / contributions to, and
participation in technical standards related meetings of organisations,
such as Standards Australia, on areas relevant to accredited class.

1

7

The preparation and
presentation of material for
courses, conferences,
seminars or journals.

Up to 10 hours
per paper may
be claimed for
papers
published in
journals and
conference
proceedings
and for the
preparation of
material for
courses not
part of your
normal
employment
function

This represents work outside of your normal employment and can be
claimed for CPD purposes if the material is prepared and presented by
you and the activities contribute to the advancement of the profession.

1

Any other structured
activities not covered by 1 to
8 above that meet the CPD
requirements of this scheme.

Documentary
evidence and a
clear
justification will
be necessary.

It is recommended that advice be sought from FPA Australia before
claiming CPD points for activities in this category.

1

Page 40

© Fire Protection Association Australia

Attachment 1

Fire Protection Association Australia

Accreditation Appeals Panel (AAP)

Page 41

© Fire Protection Association Australia

Accreditation Appeals Panel (AAP)
Background
Administration of the accreditation schemes necessitates decision-making regarding:
(i) Application or Renewal for accreditation and
(ii) The necessary level of surveillance and auditing with potential investigations into the conduct of accredited practitioners
that can lead to imposed sanctions.
FPA Australia has documented policies and procedures for such decision-making regarding its accreditation schemes.

Mechanisms for Appeal
To demonstrate a transparent process of fair decision making and conflict avoidance, FPA Australia has established:
(i) An appeal process that allows applicants, accredited practitioners or other affected parties to appeal decisions made by
FPA Australia staff; and
(ii) A formal representative group to be known as the ‘Accreditation Appeals Panel (AAP)’ to operate the appeal process
independent of the FPA Australia staff.

Terms of Reference
The role of the AAP is to act as an independent decision maker and appeal body in accordance with the proposed Terms of
Reference as attached.

Accreditation Appeals Panel Members
The AAP excludes FPA Australia staff.
A pool of individuals will be established who are represent skillsets recognised by each accreditation scheme and class operated
by FPA Australia. Expressions of interest will be sought publicly for individuals willing to serve as AAP Members.
An AAP Secretary will be appointed from the pool of AAP Members by FPA Australia to allocate a number of Panel Members per
appeal representing an appropriate mix of skills and experience for the subject matter of the appeal.

Notice of Decision
Where FPA Australia makes a decision that does not support an application or renewal for accreditation; or recommends
appropriate sanctions following investigation into the conduct of accredited practitioners, this is to be communicated to the
individual involved as follows.


FPA Australia will provide a ‘Notice of Decision’ outlining the intended decision to take effect.



The Notice of Decision is to reference the relevant FPA Australia policies and procedures used to determine the
decision.



The Notice of Decision is to outline the available appeal process and associated application requirements.



The decision will take effect 25 business days from the date of the notice, pending any appeal outcome.



FPA Australia must receive the appeal application within 15 business days from the date of the ‘Notice of Decision’ after
which time appeals rights are void.

Where FPA Australia makes a decision that does not support an application or renewal for accreditation; or recommends
appropriate sanctions following investigation into the conduct of accredited practitioners, this is to be communicated by email
in a timely manner to the Secretary (NSW Fair Trading) on all occasions.

Appeal Applications
The following rules apply to appeal applications:


Appeal applications must be submitted using the approved form and must be complete.



Appeal applications can be made by:
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-

Accreditation or Renewal Applicants and

-

Accredited Practitioners.

Rights to appeal apply to any FPA Australia Notice of Decision regarding the following aspects of FPA Australia
accreditation schemes:
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-

Applications or Renewals for accreditation and

-

Appropriate sanctions regarding the conduct of accredited practitioners.

Hearings
The following rules apply to hearings:


A Hearing will be held in a timely manner, on an as-necessary basis in response to an appeal application received.



A Hearing may only proceed following the receipt of a completed appeal application.



Consideration of the appeal application by the allocated Panel Members may determine a:
-

hearing is not warranted or

-

hearing is warranted.



Where an appeal application is not successful in progressing to a hearing, the AAP will make a decision based on the
information received at this point and this AAP decision is communicated to the applicant.



AAP’s decision is communicated to Secretary (NSW Fair Trading) where relevant.



Where an appeal application is successful in progressing to a hearing, a ‘Notice of Hearing’ will be provided to each
party and the applicant will be referred to as the ‘appellant’ and FPA Australia will be referred to as the ‘defendant’.



The ‘Notice of Hearing’ will communicate:
-

Whether the Hearing will be in person, via teleconference or based on papers (written submissions).
This is at the discretion of the allocated Panel Members having considered the advice of the Accreditation
Advisory Panel Secretary and appeal applications.

-

Time, date and location of the Hearing.

-

What the appellant and defendant are expected to present at the Hearing and how to prepare.

AAP Decision


Following the hearing, the AAP members must confer and determine by majority to:
-

Request further information to be provided within 10 business days or

-

Affirm (uphold) the original decision or

-

Quash (dismiss) the original decision or

-

Quash (dismiss) the original decision and substitute the AAP’s own decision.



Where further information is requested, both parties must be privy to this upon receipt by the AAP who will distribute
it to both parties once received. Both parties have the opportunity to respond to this further information within 10
business days of the date nominated by the AAP.



Following consideration of further information provided, the AAP will make a final decision to either:



-

Affirm (uphold) the original decision or

-

Quash (dismiss) the original decision or

-

Quash (dismiss) the original decision and substitute the AAP’s own decision.

Decisions of the Accreditation Appeals Panel are final and only able to be challenged via the commencement of civil
proceedings.

All decisions of the Accreditation Appeals Panel will be communicated by email to the Secretary (NSW Fair Trading) on all
occasions in a timely manner.
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TERMS OF REFERENCE
Accreditation Appeals Panel (AAP)
The AAP is an advisory group sanctioned by FPA Australia but deliberately operates independently from the FPA Australia
Departments that develop and administer FPA Australia accreditation schemes. It also operates independently from the FPA
Australia Board.
The focus of the AAP is to determine procedural fairness has been applied regarding FPA Australia decision-making in relation to the
processing of accreditation scheme applications, accreditation renewals and sanctions applied to accredited individuals, in order to
avoid conflicts of interest.

Key Functions


Review and determine appeal applications made by accreditation and renewal applicants and accredited individuals against
the decisions of FPA Australia staff, including and limited to:
-

Decisions on whether or not to provide or renew accreditation

-

Decisions on whether or not to sanction - suspend, cancel or impose conditions - on accredited practitioners.

Secondary Roles:


Provide feedback to FPA Australia regarding accreditation processes identified for improvement where identified via
evidence provided with applications to appeal or at appeal hearings.

Representative Positions:


Fire industry representative - bushfire x 4



Fire industry representative - built environment x 8



Fire brigade representative - rural x 1



Fire brigade representative - urban x 1



Building Surveyor/Certifiers representative - x2



Local government representative - x 2



Building Owners representative - x 2



Insurance industry representative - x 2

Interrelationships:


FPA Australia Head Office



All Government Departments



Industry Stakeholders.

© FPA Australia 2018
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Figure 1 - AAP Process Chart
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Managing Conflict of Interest
1.0 Scope
This document has been developed to outline the process used by Fire Protection Association Australia (FPA Australia) when
investigating and managing any potential conflict of interest arising across the Association’s functions.
All persons listed below must abide by the requirements of this document.


FPA Australia employees



Accredited Individuals



Contractors



Consultant and



any individuals of groups undertaking activities for, or on behalf of FPA Australia.

The following information prescribes the steps involved to identify, avoid, declare and manage, and discipline (where relevant) a
conflict of interest matter that may arise.
This process sets the benchmark standard of operation when a conflict of interest is identified. With diligent consideration and
escalation of a matter through the prescribed channels, FPA Australia aim to diffuse, resolve, and where possible avoid all potential
conflict of interests with minimal impact to the parties involved.
Whilst maintaining a high level of professionalism and confidentiality, the long-term objective of this process is to recognise and
action potential conflicts of interest before they occur.

2.0 Introduction
The purpose of the Managing Conflict of Interest process is to set out the specific requirements for FPA Australia to identify and
manage any conflict of interest. FPA Australia will discipline any person(s) involved in a conflict of interest matter where it is found
that the following process was not adhered to in an attempt to conceal, avoid or propagate and encourage a known or potential
conflict of interest matter.
FPA Australia recognises that a conflict may occur if an interest, an activity, or a relationship influences (or appears to influence) the
ability of the Association to remain objective when coming to a decision. FPA Australia also recognise that a conflict of interest can
occur internally (FPA Australia staff members and departments) as well as externally (individuals directly and indirectly associated
with the Association).
FPA Australia acknowledges that not all conflict of interests can be avoided however will endeavour to identify, avoid, declare and
manage any potential conflict of interest that may arise.
When managing a potential conflict of interest, the Department Manager is tasked with overseeing the assessment and outcome of
a conflict of interest concern to maintain a consistent level of objectivity.
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All conflict of interest information, as well as the investigation process is subject to the FPA Australia confidentiality and privacy
policy. When a conflict of interest involves an FPA Australia employee, or when an FPA Australia employee is involved in the
management and/or resolution of a conflict of interest matter, they must adhere to these policies outlined in the FPA Australia
Employee Manual.*

3.0 Conflict of Interest Overview
What is a Conflict of Interest?
The information in this process is for individuals accredited under an FPA Australia Accreditation Scheme.
A conflict of interest refers to a situation where a conflict arises for an individual between two competing interests. This refers to a
reasonably perceived, potential or actual conflict of interest.
A conflict of interest occurs when accredited individuals are in a circumstance where they can be influenced, or appear to be
influenced, by private interests when performing their role.
When you're making a decision at work you should only be influenced in that decision by factors that are genuinely relevant to it.
You shouldn't be influenced by, the impact that it might have on you, members of your family, or your friends. Your only motivation
must be the public interest, not your private interests.
A conflict of interest can involve avoiding private disadvantage as well as gaining private advantage for the individual and others
close to the individual (family and friends) who stand to gain.
When your private interests affect the decisions you take as an accredited individual, contractor or supplier of services then you
have a conflict of interest.
3.1

Types of Conflict of Interest and Risk
Actual conflict of interest:


there is a real conflict between the duties of an FPA Australia employee, accredited individual, contractor, consultant or
other and the private interest of the individual.



there is a real conflict between a decision made by an area within FPA Australia in contrary to the requirements of another
department.



there is a real conflict between a decision maker’s role within FPA Australia and the stakeholder that decisions will directly
affect.

Potential conflict of interest:


an employee, accredited individual, contractor, consultant or other, has private interests that could conflict with their
duties. This refers to circumstances where it is foreseeable that a conflict may arise in future.

Perceived conflict of interest:


3.2

the public, internal stakeholder, or a third party could form the view that the private interests of an FPA Australia
employee, accredited individual, contractor, consultant or other could improperly influence their decisions or actions, now
or in the future.

Who is Affected by a Conflict of Interest
Person(s) who can directly or indirectly pose a conflict of interest issue, or those impacted by a conflict of interest are:

3.3



FPA Australia employees, (full time, part time, temp, contract term, casual staff).



Accredited individuals accredited by FPA Australia.



FPA Australia Board and Committee members.



Contractors and consultants, (both hired by FPA Australia or hired by a third party who work in association with FPA Australia).



Any individual(s) of groups undertaking activities for, or on behalf of FPA Australia.



Members and past members of the Association.



Any other party engaging FPA Australia services or products.



Other external parties.

Reducing the impact of a Conflict of Interest
FPA Australia is committed to being fair and impartial, therefore keeping any potential conflict of interest across functions of the
Association to a minimum is essential.
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Where a service delivered by FPA Australia is not an exclusive member benefit, all services offered by the Association are provided
equally to members and non-members.
For example:
Accreditation schemes administered and managed by FPA Australia are open to all individuals, whether they are members or not of
FPA Australia. Each application follows the same process ensuring accreditation applicants have confidence in the integrity of the
accreditation scheme and understand that FPA Australia’s interests do not pose any conflict.
3.4

Conflict of Interest Scenarios
If any person is in doubt as to whether a conflict exists, they must raise the matter with FPA Australia or their manager.
Managing conflict of interest properly is important because the community has a right to expect that practitioners at all levels
undertake their work fairly and in an unbiased way. Decisions made must not be as a result of self-interest, private affiliations or
personal gain.
Some factors that may put an individual at risk of a conflict of interest are his/her;

3.5

-

financial and economic interests

-

secondary employment

-

private or family business that make gain advantage or disadvantage

-

affiliation(s) with organisations

-

affiliations with sporting clubs, professional organisations and other associations

-

political interests and other personal interests

-

animosity towards an individual or group

-

clients, contractors or staff who work in the same or related organization being close family or friends.



An FPA Australia employee must bring any suspected actual, perceived or potential conflict of interest matter to the attention of
their direct manager.



A third party (external to FPA Australia), must bring any suspected actual, perceived or potential conflict of interest matter to
FPA Australia directly or to their manager.

Possible Conflict of Interest Situation Scenarios
Scenarios that can present a possible conflict of interest situation (not limited to):
Applications, Renewals & FPA Australia Services:


Association members applying for Accreditation reviewed before non-member applicants.



Accredited Individuals or Members being given priority for training, sales or events.

Auditing (Internal and Scheduled auditing):


Auditing of non-members more frequently than members.



Auditing the same individual/company/member etc. outside the random audit process.



Audit results concealed for the benefit of the auditee.

Disciplining Decisions:


Investigation results minimised/maximised to affect an outcome favouring one party to another.



Disciplinary action being more lenient dependent on who it is applied to.

Complaints:
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A complaint investigated by parties associated personally with the complaint.



FPA Australia notifying and/or advising a preferred member or accredited individual of the details of a complaint lodged
about them in order to advantage one party over another involved in that complaint investigation.



Avoid information which has the potential to lay blame on a preferred person(s) (due to their relationship with the
Association).



An external stakeholder or third party informing FPA Australia of a conflict involving either the Association, themselves, or
another stakeholder/ third party.
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Private/Personal gain:


Offering paid services on your time off from your employer to a company customer or supplier.



Accepting free gifts or products for a favourable outcome to work provided.



Having been awarded work or a contract from a family member.



Someone with whom you have a personal association has asked you to perform the work a certain way which will provide a
possible favourable outcome to them or you.

4.0 Managing a Conflict of Interest (Discovery)
FPA Australia employees and practitioners are accountable for preventing a conflict of interest from worsening. This is done by
utilising a “declare”, “identify”, “record”, “inform” methodology.
4.1

4.2

4.3
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If an actual conflict of interest is identified:
a.

Immediately cease tasks involving the individual(s) at risk in order to avoid any potential further risk or conflict.

b.

All staff and practitioners are instructed to declare any conflicts of interest that arise in order to remove themselves or
others from causing or being affected by further risk. This is done by alerting the relevant manager. Declaring a conflict of
interest can be done in writing, by phone, or verbally to the relevant manager or to FPA Australia.

c.

Identify the conflict of interest (level of risk and potential risk).

d.

The affected FPA Australia team(s) will liaise with other necessary departments within the Association to determine the
extent of the conflict and the possible impact. The level of risk will be identified and recorded* on file by department
manager. Staff will be instructed on an appropriate course of action to avoid the conflict of interest from becoming an
actual risk.

e.

Practitioners external to FPA Australia will need to liaise with their manager or FPA Australia to determine the extent of the
conflict and the possible impact and to determine the appropriate course of action.

f.

Where required, relevant parties will be informed of the conflict of interest and the steps determined to resolve the matter.

If a potential conflict of interest is identified:
a.

All individuals involved immediately cease tasks involving the individual(s) at risk in order to avoid any potential further risk
or conflict.

b.

All staff and practitioners are instructed to declare any conflicts of interest that arise in order to remove themselves or
others from causing or being affected by further risk. This is done by alerting the relevant manager. Declaring a conflict of
interest can be done in writing, by phone, or verbally to the relevant manager.

c.

Identify the conflict of interest (level of risk and potential risk).

d.

Potential scenarios are considered and a course of action deliberated.

e.

Relevant parties are not required to be informed of the potential conflict if determined that there is no conflict of interest,
however the matter will be recorded and kept on file, where relevant.

If a perceived conflict of interest arises:
a.

All tasks involving the individual(s) at risk cease in order to avoid any potential further risk or conflict.

b.

All individuals must declare any conflicts of interest that arise in order to remove themselves or others from causing or
being affected by further risk. This is done by alerting the relevant manager. Declaring a conflict of interest can be done in
writing, by phone, or verbally to the relevant manager.

c.

Identify the conflict of interest (level of risk and potential risk).

d.

The affected teams will liaise with other necessary departments within the Association to determine the extent of the
conflict and the possible impact. The level of risk will be identified and recorded* on file by Management team. Staff will be
instructed on an appropriate course of action to avoid the conflict of interest from becoming an actual risk.

e.

Potential scenarios are considered and a course of action deliberated.

f.

Relevant parties are not required to be informed of the potential conflict if determined that there is no conflict of interest,
however the matter will be recorded and kept on file, where relevant.

g.

Where required, relevant parties will be informed of the conflict of interest and the steps determined to resolve the matter.
Relevant parties will be informed:


Whether the perceived conflict of interest is valid



Whether the conflict is avoidable if ever escalated to an “actual” risk



The steps taken to either avoid, eliminate, or manage the risk



That the risk has been recorded and kept on file.
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4.4 Any conflict of Interest identified will be communicated with the appropriate teams involved as part of ongoing information and
training to eliminate such future scenarios occurring.
4.5 Where relevant, the learning from any conflict of interest scenario will be added to future training and development for staff or
practitioners.

5.0 Managing a Conflict of Interest (Investigation)
The conflict of interest investigation can be conducted by either:
Internal FPA Australia


Relevant staff in the affected department.



FPA Australia Compliance Officer.



Relevant manager.

External to FPA Australia

5.1



FPA Australia or



The Practitioner’s Manager.

Possible risks are identified by liaising with affected staff, departments, stakeholders etc:


The level of impact is discussed.



The relevant stakeholder(s) potentially affected are considered.



Possible solutions are deliberated.



A decision is made when all parties are in agreement of the course of action.

1.

When an agreement is reached as to the most appropriate course of action, staff are instructed and tasks are delegated
accordingly.

2.

Where communication to the affected parties is required, either the department manager or other staff will communicate the
outcome.

3.

Relevant registers are updated with course of action and internal notes added in iMIS database* where necessary.

4.

Where there is a continuous improvement opportunity identified, training and development plans as well as process and
procedures are updated. This is achieved by involving the relevant FPA Australia staff who have the authority to amend
training documents and procedure documents.

5.

** Disciplinary action is conducted (where relevant). ***

6.

Staff resume business as usual.

6.0 Managing a Conflict of Interest (Disciplinary Action)
Not all conflict of interest matters will result in disciplinary action. Disciplinary action may take affect if a conflict of interest was
raised and the final decision made to defuse, eliminate or manage the conflict of interest was not adhered to.
Disciplinary action can affect the following:
6.1

Accredited Individuals


A conflict of interest matter addressed with an accredited individual who does not adhere to the recommendations made by
FPA Australia to defuse, eliminate or manage the conflict of interest.
-

6.2

This can affect an individual’s application, renewal or current accreditation.

Discipline Decision*
The department manager who is informed of the conflict of interest will evaluate the information from the investigation. After
deliberation and then arriving at a decision, the enforcement of a disciplinary decision will be delegated to the relevant staff to
enforce. Depending on the level of risk, this may also be enforced at management level.

6.3

FPA Australia Employees
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FPA Australia may take disciplinary action for breaches of the conflict of interest policy in the FPA Australia Employee Staff
Manual*. Action may result in disciplinary proceedings including termination of employment.
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Discipline Decision
The Manager who is informed of the conflict of interest will also be the leader of the conflict of interest investigation. After deliberation of
the investigation findings, the disciplinary decision will be either enforced by management level or by Human Resources.
6.4 FPA Australia membership holder or customer of FPA Australia products or services

A member or customer of the Association who have been offered remedial action by FPA Australia after a conflict of interest
investigation. If the remedial action is not adhered to, the parties involved may incur disciplinary action enforceable by FPA
Australia.

Discipline Decision
The Manager who is informed of the conflict of interest will evaluate the information from the investigation. After deliberation, the
disciplinary decision will be delegated to the relevant staff to enforce. Depending on the level of risk, this may also be enforced by
Management level.

7.0 Managing a Conflict of Interest (Records Management)
As the investigation progresses through the stages of the conflict of interest matter it is imperative that FPA Australia records all
stages being discovery, investigation and disciplinary action.
This is achieved by maintaining hardcopy files (where relevant), electronic files (where possible), and managing all registers and
internal iMIS database files.
All conflict of interest matters must be treated with the same level attention and integrity by FPA Australia regardless of if the risk is
an:


actual



potential



perceived.

The details of all decisions made and actions undertaken for managing the conflict of interest matter must be maintained and
recorded as per the FPA Australia Records Management process document including details of all parties involved:

Page 52



accredited individuals



Association employees



Members and customers.
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Attachment 3
Application and Renewal Process
Application and Renewal Process
1.0 Scope
This document outlines the steps involved in the application and renewal process for FPA Australia’s Fire Protection Accreditation
Scheme (FPAS).
FPAS is managed by FPA Australia and is offered equally to both members and non-members of the Association. This document will
outline how an application or renewal can be lodged to FPA Australia.

2.0 Introduction
The objective of FPAS Fire System Design Application and Renewal Process is to outline the required steps to be taken by an
applicant when applying for accreditation or when renewing an accreditation.
Any individual with relevant experience can make an application for accreditation to the Scheme. An applicant does not have to be a
member of FPA Australia to apply.
Specific requirements for accreditation are outlined in the Scheme document.

3.0 Submitting an Accreditation Application
3.1

Flow Chart: Submitting an accreditation application

Individual wishes to
apply for
accreditation

FPA Australia
Website contains
application
information

Applicant
downloads
Application Form &
Fact Sheet

Applicant completes
application form

Applicant submits
application form via
any of the following
mechanisms;
- Email, Fax, Post,
Online etc.

Application is
received by
Accreditation and
Licensing
Department.
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Fact Sheet
Application
Project
Template

Applicant is
instructed to
prepare supporting
documentation

Includes supporting
documentation

Process Steps: accreditation application
1.

An applicant is required to complete an approved application form with relevant supporting documentation including project
template, resume and other supporting evidence.

2.

The application form and any requested supporting documents can be submitted via the methods detailed in the application form.

3.

The application is reviewed by FPA Australia staff and the following items are checked for completion:


Personal and employer details.



Relevant project information for each category applied for.



Details of person(s) verifying project experience information.



Statutory declaration signed and witnessed.



Copies of any relevant qualifications, licences or statements of attainment.



Colour passport photograph.



Proof of Identity.



Certificates of Currency to demonstrate insurance compliance.



A current Resume relevant to the class and category of accreditation being applied for.



Applicant Declaration signed and witnessed.



Employer Declaration signed.



Fee payment.

4.

If an applicant has satisfactorily submitted the information and documentation above, FPA Australia staff will determine an
applicant’s suitably to undertake the written assessment for accreditation in the class and category applied for.

5.

Referees are contacted by FPA Australia for verification of the projects submitted by the applicant.

6.

If an applicant has not satisfactorily submitted the required information and documentation FPA Australia staff will contact the
applicant to resolve any issues on order to progress the application.

7.

If the applicant’s projects are verified satisfactorily by the referee, the applicant is contacted by FPA Australia to schedule a time for
the written assessment.

8.

An applicant is required to sit the written assessment for the class and category applied for and FPA Australia will notify the applicant
of the outcome of the written assessment.
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4.0 Accreditation Renewal
Chart: Accreditation Renewal
FPA Australia FPAS Renewal notice requests:

60 days prior to
expiry of
accreditation send
renewal notice

Confirm applicant
has met all renewal
requirments

Yes

More
information
required?

No







Confirmation of contact and employer details
Current certificates of insurance
Provides an option to update ID photo
Requests CPD hours?
Payment of renewal fee

Renewal requests
met and documents
received 30 days prior to
Accreditation
expiry?

No

Renewal
reminder sent

Yes

Yes

Renewal
requests met
prior to expiry
date?

No
More information
requested from
applicant

Yes

More
information
required?

No

No
Renewal of Accreditation includes:

Renewal letter confirming
accreditation status

Updated Accreditation
Certificate

Updated ID Card

Renewed website listing

Tax Invoice

Process Payment

Accreditation
lapses

Payment
received?

Yes

Accreditation
renewed and
Renewal letter sent

End Renewal
Process

Process Steps: Accreditation Renewal
1.

FPA Australia will send an accreditation renewal notification to an accredited individual sixty (60) days prior to the date of
expiry. The renewal notice requests the person to return the renewal form and to include the following:


Confirmation by the practitioner of their personal and employer contact details



Current certificates of insurance



The details and hours of their continuous professional development (CPD)



Declaration signed by the practitioner



Payment of the renewal fee



An updated identification photo (optional)

2.

If the renewal is not actioned by the accredited individual, a second notification is sent thirty (30) days prior to the
accreditation expiry date as a reminder.

3.

Where accreditation is not renewed, individual accreditation expires.

4.

If a renewal is received between the expiry date and three (3) months after the expiry date an accreditation reactivation form
is required to be completed (consolidating process with intent of three (3) renewal after expiry date).

5.

Where a renewal is received after three (3) months from the expiry date of accreditation a new application for accreditation
will need to be submitted (consolidating process).

6.

If a renewal has been received but not been processed by FPA Australia before the expiry date (consolidating process).

7.

Once the renewal is processed and payment is received, the accreditation is renewed and all relevant information is updated
in the FPA Australia internal database. All updated documentation obtained is filed internally.
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8.

Successful renewals will result in a renewal pack sent to the accredited individual with the following:


Renewal confirmation letter



Updated accreditation certificate



Updated accreditation identification card



Information regarding the National Accreditation Register listing



Paid tax invoice.

5.0 Successful applications
FPA Australia will notify applicants of the outcome of their application following assessment against the specified criteria.
Accredited individuals will receive an Accreditation Certificate and Card and will be listed on FPA Australia’s publicly accessible
register with any class, category or restrictions noted.
FPA Australia will impose conditions on an individual’s accreditation as described in Section 5.1 of the Scheme.
Accreditation is valid for one (1) year and must be renewed annually for accredited status to be maintained.

6.0 Unsuccessful applications
FPA Australia considers an unsuccessful application to be when an applicant does not meet the criteria specified in Schedule 1 or
Schedule 2 of the Scheme, following any re-sit attempt.
Applicants who wish to re-apply after being informed by FPA Australia that they have been unsuccessful must wait a minimum of
three (3) months from the date of the letter from FPA Australia informing them of their unsuccessful application.

7.0 Appealing an unsuccessful application or renewal
If an application or renewal is refused, an individual can re-apply after the specified time period or alternatively appeal the outcome.
An appeal must be made in writing to FPA Australia using the appeal application form approved by FPA Australia and be lodged
within 14 days of notification of the application or renewal outcome.
The applicant needs to provide detailed reasons for the appeal.
8.0 Notifying the Secretary (NSW Fair Trading)
Where FPA Australia has a co-regulatory agreement for an FPA Australia Accreditation Scheme it will notify the Secretary
(or Secretary’s representative) by email in a timely manner on every occasion that an applicant is:



refused an application for accreditation
refused accreditation renewal.

Where FPA Australia has a co-regulatory agreement for an FPA Australia Accreditation Scheme it will notify the Secretary
(or Secretary’s representative) by email in a timely manner on every occasion that an appeal is lodged by an applicant
who has:
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appealed a decision to refuse an application
had a decision determined by the Accreditation Appeals Panel.
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Attachment 4
Monitoring and Investigating Accreditation Holders
Monitoring and Investigating Accreditation Holders
1.0 Scope
This document has been developed to outline Fire Protection Association Australia (FPA Australia) process used for the monitoring
and investigation of an accredited individual under the Fire Protection Accreditation Scheme (FPAS) and the Bushfire Planning and
Design (BPAD).
This process has been developed to support a uniformed and consistent procedural fairness throughout all stages of the
administrative investigation process of an audit being performed.
These procedures contribute to the integrity and good practice of every investigation undertaken, and indorse a high level of
professionalism, focus on quality, and confidentiality if a compliance breach has been identified.
The following must be implemented in parallel to any legislative conditions or requirements, as well as any additional guidelines or
procedures that may be referred to in this document.
All matters involving the monitoring and evaluating of an accredited individual will be evaluated against the level of service
expectations which are in line with the following internal documents:


FPA Australia Code of Professional Conduct (COPC)



Terms and Conditions of the Accreditation Scheme



any relevant regulations/standards/codes



breaches of the Conflict of interest policy



non-conformance to a requirement set by FPA Australia to resolve any outstanding identified breaches.



Compliance with the above (where applicable) establishes the benchmark for the delivery of service/products at a standard
to which investigations and disciplinary action and procedures endeavour to adhere to.

FPA Australia has a strong Continuous Improvement focus. This enables FPA Australia to develop an auditing framework around the
quality of work of an accredited individual based on their adherence to the relevant documents listed above along with regulatory
industry standards and best practices.

2.0 Introduction


FPA Australia corporate and franchise members agree to abide by the Code of Practice.



All individuals and organisation members agree to abide by the Code of Ethics.



Holders of a professional membership, in addition to all FPA Australia accreditation scheme signatories, agree to abide by
the Code of Professional Conduct.

These codes prescribe the principles, standards of behaviour and service delivery requirements that apply to all FPA Australia
Signatories and are referred to when conducting an audit.
The objective of the Monitoring and Evaluating Accredited Individuals Process is to set out the steps taken when preparing and
conducting both internal and scheduled audits of accredited individuals.
Note: Please see the FPA Australia – Disciplining Accreditation Holders* process for details of how an accredited individual is
informed, educated, and/or disciplined when a breach is identified as a result from an audit.
As stipulated in the Code of Professional Conduct Signatories are responsible for meeting obligations to maintain compliance. FPA
Australia may request Signatories to demonstrate processes and procedures that are in place to meet compliance requirements.
2.1

Why Monitor And Evaluate An Accredited Individual?
As FPA Australia has a strong focus on our Continuous Improvement Process (CIP) the following criteria are implemented into the
internal FPA Australia audit structure and used as the benchmark in order to monitor, evaluated, educate and lead in the
development and improvement of our accredited individuals as well as set a benchmark level of service in which can be adhered to:
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all relevant compliance requirements found in FPA Australia’s accreditation training and education materials



details from the relevant codes and industry standards
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compliance to the accreditation scheme’s Terms and Conditions

By auditing the compliance and performance of an accredited individual against these regulations and guidelines set by FPA Australia
and the Department, non-conformances can be easily identified. The results of an audit can then be analysed and reported against in
order to identify trends, patterns and training gaps.
The results of such an audit will not only identify accredited individual’s non-compliance (whilst offering them remedial action plans
and recommended improvements); moreover will also contribute to improving the internal processes and procedures as well as the
products and services provided by FPA Australia.
An internal audit by FPA Australia may also be conducted where FPA Australia finds reason to believe that a signatory is acting
contrarily to their contractual obligations as a signatory of the Association and of the Accreditation Scheme.
Through the scheduled auditing of accredited members, FPA Australia will track improvements to the scheme itself and the impact
on the Accreditation Scheme in the Fire Protection industry as well as the accredited individual’s compliance. The opportunity for
process improvements and enhancements to the accreditation scheme can then be implemented to positively impact the Scheme.
To ensure that targets set in this process are met, a calculation of the number of Accredited Individuals to be audited is determined
at the beginning of each year (as opposed to basing this on the fluctuating numbers throughout the year) and then stager this
amount across the following 12 months. This allows for appropriate resources to be allocated and a commitment to a fair and
random selection process.
This function is based on the FPA Australia Bushfire Planning and Design (BPAD) guidelines, which have been approved by the
Western Australian government for FPA Australia to be an accrediting body for the purposes of monitoring and investigating BPAD
accredited individuals.
The purpose of the audit process is to ensure the integrity of FPAS is protected and to demonstrate to Regulatory Authorities, Fire
Authorities and key stakeholders that FPAS has in place systems that meet expectations which ensure the ongoing delivery of
professional services provided by Accredited Individuals.
FPA Australia FPAS is committed to being a fair and impartial scheme, therefore ensuring those that have gained accreditation
through the scheme provide services of the highest level.
2.2

2.3

Who Conducts Scheduled Monitoring / Auditing?


FPA Australia Compliance Officer will undertake compliance investigations. (When relevant, this can also be in conjunction
with the assistance from other subject matter experts (SMEs) in the relevant department). In the case where this is not
possible, FPA Australia will engage a capable person who possess the relevant knowledge, experience and competencies to
carry out this task.



FPA Australia Compliance Officer will initiate, prepare, and conduct the investigation and if required will engage the assistance
from other departments in order to determine the most appropriate course of action if a non-compliance matter arises.



The findings and evidence of the investigation together with any relevant history will be referred to the Member & Industry
Services department manager for assessment. If further authority is required, the matter will be referred to FPA Australia
CEO.

How Is an Accredited Person Monitored / Audited?
There are two different audit types that FPA Australia will conduct;


A Scheduled desktop audit.
These will be conducted across 10% of all accredited individuals every 12 months.



An Internal audit of accredited individuals.
Selection based on a complaint submission, or randomly selecting 10% of scheduled desktop audits.
-

Internal audits are a more enhanced version of scheduled desktop audits.

The audits conducted are not related to the annual accreditation renewal process or a complaint investigation, and may occur at any
time during a 12 month period at the discretion of FPA Australia.
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3.0 Audit Process Flow Chart

An official calculation of
the number of
accreditation holders to
be audited is previously
determined for the 12
month period

Audit process

Communication is sent to the
Accreditation holder to inform
them that they have been
randomly selected for an
upcoming scheduled audit

The expected number of audits in the 12
month period is predetermined, the
selection of sample data at time of audit is
randomly collected at time of audit.

When received, FPA
Australia randomly selects
specific reports from
requested documentation

A pre-proposed audit tool constructed
to parallel audit findings with such
regulations stipulated in accreditation
terms and conditions.
(Standards, Regulations, Code of
Professional Conduct, Assessment CPD
items, Terms & Conditions of
accreditation etc.).

This communication includes:

Recommendations,

Non-compliance matters to be
addressed,

Action plans,

Possible remedial action due date

This communication will
request information and all
relevant documentation
from the Accreditation
holder to assist in a desktop
audit process

Audit conducted
against randomly
selected
documentation

Non conformance to
the items audited
are calculated and
recorded in audit
tool and a summary
of results produced

Results
communicated with
accreditation holder

Follow up required. FPA
Australia works together
with accreditation holder to
ensure any assistance
required is provided

End of audit process

4.0 Audit Process Steps
Accredited Individuals are advised in the Code of Professional conduct of the possibility of an FPA Australia audit, which is at FPA
Australia’s discretion. Prior to an audit, all accredited individuals selected randomly will be advised when they are due to be audited
prior to the audit commencing and will be provided sufficient time to prepare for the audit.
4.1

FPA Australia will write to the Accredited Individual advising them that they have been selected to be audited and request that they
provide FPA Australia with all required information.

4.2

This review focusses on whether an Accredited Individual continues to provide a level of service that meets the accreditation and
competency requirements detailed in the Code of Professional Conduct, accreditation assessment material and the Terms and
Conditions of the accreditation scheme.
a.
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An audit tool is used as a model of the audit parameters which the accredited individual will be evaluated against.
i.

These parameters have been extracted from all relevant regulations, codes, education material, conditions of
accreditation and relevant industry standards mentioned in the FPA Australia documentation (Fact Sheets / Handbooks).

ii.

The audit tool used contains all relevant evaluation parameters which is regularly updated when:


an internal process is updated



a change is made to industry regulation
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an amendment is made to an industry standard



any requirement placed on a practitioner is changed.

4.3

The accredited individual is required to then provide all relevant documentation, reporting and information requested by FPA
Australia. The auditor will conduct an analysis of the submitted evidence and the pre-prepared audit tool questions set in the audit
tool are answered.

4.4

The accredited individual’s competencies is demonstrated in the results calculated from the data entered into the audit tool and any
non-conformance identified will be recorded as a summary of results discovered.

4.5

Results are collated and communicated with the accredited individual. The communication sent to the accredited individual may
include the following information:

4.6



A list of non-compliance findings requiring resolution/remedial action. (A due date may also be provided by FPA Australia).



Follow up of any outstanding non-compliance will be conducted to ensure adherence to compliance requirements are being
met.



Recommendations for improvements. (In order to align the accredited individual with the requirements audited – as
mentioned above).



Action plans, future training opportunities, process gap suggestions, recommendations for process improvements.

If FPA Australia is not satisfied that the Accredited Individual meets the requirements of the Accreditation Scheme, they will be
advised in writing and be requested to either:


Provide further information within 30 days; and/or



Be requested to attend an interview where they will be given an opportunity to present additional information and/or
possible remedial action plan. (This may also be accepted in writing depending on the severity of the non-compliance
matter).

Where FPA Australia have a co-regulatory agreement for an FPA Australia Accreditation Scheme and a compliance matter involving
an accredited individual arises, FPA Australia will ensure that the Secretary of the Department of Finance Services and Innovation (or
relevant designated Government Department) is notified with the following:


Details of the complaint and investigation findings



Any disciplinary actions and outcomes (if relevant)



Any official Notice of Decisions made by FPA Australia



Outcomes of complaints (when resolved)



Any appeals applications



FPA Australia Accreditation Appeals Panel (AAP) decisions made



Details of AAP Hearing (where relevant)



And any other relevant information regarding the complaint of an accredited individual under FPA Australia accreditation
scheme.

5.0 Appealing an Audit Determination
FPA Australia has established an Accreditation Appeals Panel (AAP) that allows applicants, accredited practitioners (accredited
individuals) and other affected parties to appeal decisions made by FPA Australia.
Upon receiving an appeals application, FPA Australia will notify and convene the AAP to evaluate the details of the appeal
application against the information from the FPA Australia investigation which lead to the original Notice of Decision.

6.0 Failing to Co-operate With an Audit
Notwithstanding any provision, right or obligation required of FPA Australia arising from any other scheme, process or document
created by FPA Australia, where an Accredited Individual fails to cooperate with an audit in accordance with the requirements
stipulated Code of Professional Conduct, FPA Australia may suspend or cancel the individual’s accreditation.
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Attachment 5
Complaint and Resolution Procedure
Monitoring and Investigating Accreditation Holders
1.0 Scope
This document has been developed to support the promotion of uniformity and consistency along with procedural fairness
throughout all stages of the complaint investigation process.
These guidelines contribute to the integrity and good practice of every complaint investigation undertaken, and indorse a high level
of professionalism, quality focus, and confidentiality.
FPA Australia must ensure that the investigation process, and the assessment of investigation findings and decision making will be
separate. Both functions will be conducted by separate FPA Australia committees focused on both the investigation and collating of
findings, and then the assessment of the findings and making a disciplinary decision (where relevant).
This will be achieved by:


Compliance investigations will be undertaken by FPA Australia Compliance Officer.
(When relevant, this can also be in conjunction with other subject matter experts (SMEs) in the relevant
department). In the case where this is not possible, FPA Australia will enlist a capable person engaged by FPA
Australia who possess the relevant knowledge, experience and competencies to carry out this task.



FPA Australia Compliance Officer will initiate, prepare, and conduct the investigation and if required, will engage
assistance from other departments in order to determine the most appropriate course of action if a noncompliance matter arises.



The findings and evidence of the investigation together with any relevant history will be referred to the Member &
Industry Services department manager for assessment, the outcome and any further course of action to taken. If
further authority is required, the matter will be referred to FPA Australia CEO.



All FPA Australia employees who may be involved in an investigation are at all times required to adhere to the
confidentiality and privacy policies set out in FPA Australia employee contract and employee manual.

FPA Australia attempts to resolve the majority of concerns raised in a complaint at an informal level that can be deliberated in-house
and discussed between the parties concerned.
Not all complaint submissions require an investigation which will lead to a resolution enforceable by FPA Australia, and not all
submissions can be investigated by FPA Australia. And, if so, FPA Australia will endeavour to refer the complainant to the
appropriate bodies.
In the case that an investigation of a complaint involves serious allegations of improper conduct, corruption, fraud or other criminal
activity that potentially affect the vision to minimise the impact of fire on life, property and the environment, the matter will be
referred to the relevant state and, or territory, or national government regulator.
All FPA Australia employees involved in the collaborative investigation efforts of an investigation will consistently maintain a high
level of professional conduct. All FPA Australia staff involved will adhere to the confidentiality and privacy policies set out in FPA
Australia employee contract and manual.

2.0 Introduction
The objective of the Complaint Procedure is to ensure that the outcome of any investigation (whether arising from a complaint
submission, scheduled audit or internal audit at FPA Australia’s discretion) results in appropriate, consistent, and impartial action
being pursued. Moreover that all involved parties and their conduct in the Fire Protection Industry are aligned with industry
standards (based on level of competencies), and an overall greater level of service.
Attending to all submitted complaints in a consistent, uniformed process is paramount for the overall representation of the FPA
Australia’s professional approach to possible breaches of compliance.
All complaints submitted to FPA Australia must be treated fairly and seriously and the complaint’s nature must not be questioned or
judged. Since FPA Australia is not a law enforcement authority, the actual legal ramification involved in the outcome of a complaint
investigation cannot be accurately determined by FPA Australia.
Therefore, all complaint submissions must be investigated with the same procedural framework of fairness and diligence.
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FPA Australia believes this demonstrates the transparency of FPA Australia’s vision for compliance across all corporate and franchise
member conduct including all Individuals accredited under an FPA Australia accreditation scheme. This effortless and uncomplicated
process of lodging a complaint, as well as demonstrating the high level of professionalism and confidentiality in which FPA Australia
intends to uphold, encourages people to confidently report any non-compliance matters, or lodge an official complaint without
hesitation.
2.1

2.2

The Purpose of the Complaint Procedure


Respond in a timely manner and demonstrate the appreciation for feedback from a source external to the
Association in accordance with Continuous Improvement objectives.



Promote Uniformity by ensuring there is an independent, streamlined complaint investigation function established
within FPA Australia;



Remain fair and impartial to the outcome of an investigation by ensuring all complaints are customer service
focused and are resolved in an objective manner with a fair and uniform approach



Ensure a high level of consideration, fairness, and consistency are maintained across all complaint investigations
regardless of:
-

what the seriousness of the matter

-

when the complaint was raised

-

who is involved

-

why the matter was raised or

-

how the outcome was reached.



Be accountable by efficiently conducting appropriate audits for all reported suspected breaches of compliance.



Ensure consideration for all possible scenarios and their outcomes with contingency plans that can be addressed
realistically.



Adhere to a quality standard of work and the level of expectations outlined in this document.



Eliminate any disadvantage to the complainant. Reasonably ensuring that complainants are not negatively affected
by their motivation to lodge a complaint.

Relevant Documents
The following must be read alongside (in conjunction with) any legislative conditions or requirements, as well as any
additional guidelines or procedures that may be referred to in this document.
All matters involving an investigation undertaken by FPA Australia will be evaluated against the level of service
expectations which are in line with the following internal documents:

2.3



FPA Australia’s Code of Professional Conduct.



Terms and Conditions of any of FPA Australia accreditation schemes.



FPA Australia accreditation application lodgment terms.



any relevant Government Framework and appropriate Industry Standards.



FPA Australia’s Code of Practice (Applicable for Corporate and Franchise members).



Terms and Conditions of Membership (Applicable for all FPA Australia members).



FPA Australia’s Code of Ethics (Applicable to Individual and Organisation members of the Association).



User Guide to the Standards for Registered Training Organisations (RTO) (Applicable to FPA Australia RTO matters).



FPA Australia RTO Student Handbook (Applicable to FPA Australia RTO matters).

Who can make a complaint
Any person can lodge a complaint directly to FPA Australia. This includes a complaint made against FPA Australia in its
capacity as an accreditor of CFSPs; and in particular complaints about its role accrediting, monitoring CFSPs and
investigating complaints and disciplining persons accredited as CFSPs.
Membership does not depict favoured processing or investigation outcomes of a complaint submission above a nonmember of the Association.
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FPA Australia is committed to being fair and impartial, therefore keeping any potential conflict of interest across functions
of the Association to a minimum is essential. This is achieved by following the guidelines outlined in this procedure
document.
Australian Skills Quality Authority (ASQA) also accepts complaints about training providers from students, their
representatives, and other members of the community. Therefore FPA Australia will work with ASQA by providing all
relevant information ASQA may request regarding any complaint made to FPA Australia relating to the Learning and
Development department (eg RTO staff and assessors, administration processes, fees and charges for training, training
facilities, assessment results etc).
2.4

How to lodge a complaint
The methods that a complaint may be submitted to FPA Australia are as such:
General Complaint
Online Web form:

www.fpaa.com.au/contact/complaints

Fax:

03 8892 3132

Email:

Emailing FPA Australia directly.

(Several addresses listed publically on FPA Australia website)
In writing:

Postal Address
PO Box 1049
Box Hill, VIC, 3128

Information on how to lodge a complaint about an RTO is available on the ASQA’s website*. Learners must submit a
complaint through the RTO’s process prior to lodging a complaint with ASQA, unless doing so would disadvantage them.

3.0 Types of Complaints
Any concern, grievance, feedback or complaint that a person wishes to make will be treated with the same level of
attention and consideration.
It should be noted that a third party (that is a person who is not an applicant or member) can complain to FPA Australia
about the organisation in its capacity as an accreditor of individuals and competent fire safety practitioners. The
complaint will be treated in the same way as any other complaint and with the same level of robustness.
As not all investigations conducted by FPA Australia can result in the complainant’s desired outcome some complainants
may be referred by FPA Australia to the relevant authority, depending on the nature of the complaint.
The types of complaints that FPA Australia can formally investigate can be based on breaches of the documents outlines in
Section 1.0 of this process.
The following is a list of additional documents that may be taken into account when FPA Australia review the submission
and validity of a complaint:


Position Statements



Information Bulletins



Technical Advisory Notes



Good Practice Guides



Reference Documents



Relevant Voluntary;
- Australian Standards
- International Standards



Other relevant Guidance Documents

 SPARK forum
When an investigation is being conducted by FPA Australia, best practice would demonstrate, that the investigator will (at
all times) obtain documentary evidence to further pursue the details of the original complaint. Without sufficient evidence
to support the claims of the non-compliance being reported, the investigation may be delayed and the progression of the
matter moving towards a suitable outcome, may not be achieved.
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3.1

Departmental Complaint Types
Membership


An appeal when membership rejected



Compliance matters that are yet to be addressed



Cost of membership and expectations of member benefits not being met

Sales


Possible errors made in orders



The expectation of a product not being met



Price of a product

Accreditation


An appeal when accreditation not granted or application rejected



Compliance matters that are yet to be addressed



The cost of accreditation / license



Regulations that are to be adhered to

Compliance


Outcome of a complaint investigation



Results of a scheduled or internal audit



In receipt of a complaint



In receipts of an outstanding compliance matter

Events


Expectation of an event or function



Award outcomes



Conduct of participants, invitees, organisers

Communication & Online web content


Website not user friendly



Content not informative enough

Learning and Development


Appealing an assessment outcome



Complaint against a trainer or training content



Providing ASQA (full name) with details of complaint submissions (when requested)

Ozone

3.2



Outcome of a complaint investigation



Results of a scheduled or internal audit



In receipts of an outstanding compliance matter

Types of Evidence used In an Investigation
Acceptable forms of documentary evidence are as follows:
Photographs that:


Clearly indicate the matter in question.



Clearly indicate the location of the matter in question.



Include all factors required to make a substantial judgement (without any doubt).



Do not bring into question the validity of the photograph in relation to the complaint being made.

Documentation that:
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Legible.



Clearly indicate the origin/author/owner of that document.



Are not obtained illegally with the intention to strengthen or sway the outcome of an investigation.



Are in their entirety. If the matter in question is found only in one section of a document, FPA Australia may request
a copy of the entire document.
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Other evidence such as:


Screenshots from a computer, iPad or smart phone.



Photocopied/scanned documents.



Hyperlinks to particular online information, (un-cached).



Receipts and invoices.

The validity of other types of evidence submitted for use in an investigation will be considered on a case-by-case basis.
3.3

Process Integrity
FPA Australia will:


Maintain transparency with the complainant. At all times considering FPA Australia Privacy Policy, Conflict of
Interest process and the confidentiality of all parties involved.



Remain consistent across all areas of FPA Australia when conducting an investigation regarding a complaint.



Initiate the investigation and request documentary evidence or additional information.



Acquire (if needed) the assistance of subject matter experts in the relevant departments who can assist in the
investigation.



Determine the most appropriate course of action.



Maintain communication with both the complainant and, where relevant, the parties involved by providing
regularly updates on the progress of an investigation. Specifically when an investigation requires more time than 60
calendar days to resolve and finalise.



Communicate (where relevant), any determined disciplinary action items that are enforced.



Ensure all complaints, feedback, and applications for appeal are acknowledged in writing, in addition to ensuring
that an investigation is conducted and finalised in writing as soon as practicable.

FPA Australia will notify the Secretary (or Secretary’s representative) of all complaints received, in a timely manner.
3.4

Complaint Investigation and Conflict of Interest
All investigations conducted by FPA Australia should be done so without bias, in an impartial and objective manner. The
investigator and any deciding authority appointed to the case must not be a person with an actual or perceived conflict of
interest.

3.5

Gathering Evidence and Privacy
Any information obtained from any resource during the investigation will not be tampered with, altered, removed as
evidence from the case, or used to address any other outstanding investigations not related to the matter to which the
evidence was originally submitted.
If the information contained in any material obtained during an investigation which brings to question a matter not
relating to the current investigation, further research can be conducted in order to further investigate the secondary
matter (not as a priority over the original).
No other FPA Australia staff member involved in the investigation is permitted to interfere with the investigation in the
way of:


Contacting the complainant or other external parties involved in the complaint without consulting the primary
investigator.



Speak with the parties involved without informing the primary investigator and, or recording the conversation in
FPA Australia database case notes.



Withholding information which may hinder or expedite findings in an open matter.



Provide any information regarding the complainant or parties involved in efforts to persuade the primary
investigator or the outcome of the investigation itself.



Provide evidence to assist in the investigation as here-say without evidence.

4.0 Potential Outcomes When Breach is Identified
4.1

Code of Practice
Breach of Compliance Outcomes
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Applying to:

Corporate Membership signatories
Franchise Membership signatories

4.2



Seek a formal apology from the Signatory for the breach as well as a written undertaking from the Signatory that
the breach will not be repeated.



Require the Signatory to take specified remedial action to correct the breach and avoid re-occurrence



Send a formal warning to the Signatory stating they may be suspended from membership/accreditation with FPA
Australia unless certain actions are taken.



Refer the matter to the appropriate Regulatory Authority.



Suspend the membership of the Signatory.



In the event of a Signatory’s suspension of membership, the matter will be referred to the Board of Directors for
further determination. This may result in continued suspension whilst remedial action is taken, for example
professional development, training, qualification and/or licence attainment.



Inform the Signatory to take immediate steps to cease using any FPA Australia trademark logo and not imply in
any way that it is a member of, or affiliated with the Association.

Code of Professional Conduct
Breach of Compliance Outcomes
Applying to:

Accreditation Scheme signatories
Professional Membership signatories

4.3



Seek a formal apology from the Signatory for the breach as well as a written undertaking from the Signatory that
the breach will not be repeated.



Require the Signatory to take specified remedial action to correct the breach and avoid re-occurrence.



Send a formal warning to the Signatory stating they may be suspended from accreditation with FPA Australia
unless certain actions are taken.



Refer the matter to the appropriate Regulatory Authority.



Suspend the accreditation of the Signatory.



Terminate the accreditation of the Signatory.



Inform the Signatory to take immediate steps to cease using any promotional material relating to the
accreditation scheme and not imply in any way that he or she is an accredited individual under an accreditation
scheme of FPA Australia.

Code of Ethics
Breach of Compliance Outcomes
Applying to:

Individual Membership signatories
Organisation Membership signatories

4.4



Member may be called upon to show cause to the Board why membership of the Association should not be
reduced or withdrawn.



Member called upon to show such cause shall be given a period of twenty-eight days in which to respond to the
Board.



Board may reduce the level of the member’s membership or withdraw membership if no such response is
received.

ASQA - FPA Australia RTO
Breach of Compliance Outcomes
Applying to:
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FPA Australia RTO staff employed in the Learning and Development department

The outcome of a complaint investigation by ASQA can include a compliance audit of a provider’s registration,
which may lead to a decision to suspend, cancel or place conditions on a provider’s registration.
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5.0 Workflow - Complaints Process (High Level)
1. Complaint Process (High Level)
Start

Complainant

Instructed to submit
in writing

Complaint submitted
IN PERSON or by PHONE
(all details provided)

Complaint submitted
IN PERSON or by PHONE
(details required)

Complaint submitted
via EMAIL
to FPA Australia Staff

Complaint submitted
via EMAIL
to Compliance Officer

Complaint submitted
via ONLINE FORM
by complainant
CO

CO

FPA Australia Staff

Staff informs CO of
complaint
(provide all details)

Referred to
relevant dept.

Initial check to
determine whether
complaint is valid
for investigation

Complaint Investigated / Resolved
See: FPA Australia Complaint Process
(2)

Valid complaint?

Acknowledgement of
receipt of complaint.
Email is sent to complainant
(Register Ref # included)

FPA Australia Compliance Officer

Complaint Register
(Recorded/Updated)
Register
updated and
case closed

Initial check to
determine whether
complaint is valid
for investigation

Staff informs CO of
complaint
recommendation
(provide all details)

YES

NO

Complaint Investigated / Resolved
See: FPA Australia Complaint Process

OR
(2)

Copy relevant staff
(Where applicable)

Complaint status is
updated accordingly
throughout the
investigation

Final email is sent to
complainant
(Investigation closed)
Copy relevant staff
(Where applicable)

(2)
Complaint
Investigation
Workflow

End

6.0

Investigation Framework

6.1

Step 1: Assess the Complaint
1.
Assessing
the
complaint

2. Develop
the
investigatio
n plan

3. Initiate
the
investigatio
n

4. Managing
an open
investigation

5 Preparing
the
investigation
outcome
report

Closing the
investigation

Upon receipt of a complaint submitted to FPA Australia, the following steps are taken prior to the commencement of an
investigation:
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Compliance Office will add all details of complaint to the Complaint Register.



Compliance Officer will ascertain all relevant facts pertaining to the complaint.



Compliance Officer will determine the nature of the investigation. Whether it is regarding:
-

conduct of a member company/ member individual(s)

-

conduct of an Individual accredited under an FPA Australia accreditation Scheme

-

a breach of any code(s), regulation, or standard(s) to which an individual/company must adhere to

-

external contractual disputes

-

a complaint against the Association itself

-

general dissatisfaction of products and/or services provided by the Association, its members, non/past
members, individual practitioners/technicians, or other

-

other complaint enquiries made to the Association for investigation.
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Factors that must be taken into consideration when assessing the severity of a complaint, prior to commencing an
investigation:


Whether any suitable alternative means of addressing the matter are available.



Whether the scenario requires additional information from the complainant or other parties in order to commence
investigation.



Whether the complaint is trivial, frivolous or a general grievance.



The time that has lapsed since the event(s) of the complaint had taken place.



The seriousness of the complaint and the potential impact on the parties involved.



If the complaint is evidence of an existing systematic problem, and/or



Whether the complaint is one of a series of complaints, indicating a pattern of conduct or a more prevalent
problem.

A decision should be made as to whether the complaint is to be investigated by FPA Australia or the complainant be
advised to direct their complaint externally to the compliance department of FPA Australia.
FPA Australia is not a legal practitioner, law enforcement authority, or a consumer advocate capable of enforcing the
degree of legal reprimand that a complainant may desire. Therefore, an assessment must be made to evaluate the
realistic level of enforcement that FPA Australia has to reasonably administer the complainant’s desired outcome.
6.1.1 Understanding the Complainants Needs
It is imperative that the Compliance Officer first establish the needs of the complainant first and foremost before initiating
an investigation. If the desired outcome is not clear in the original complaint submission, this will need to be rectified
before an investigation can commence.
In general, a person who submits a concern or complaint, the first expectation is that they are being heard,
acknowledged, and understood. Furthermore, they may require:


Action taken to address their concerns.



A sympathetic ear as an outlet to express an issue or voice an opinion.



Have the matter dealt with by the appropriate authority.



Advice as to who the relevant authority may be regarding a matter such as theirs.



Assistance locating relevant resources to assist them in their quest for a resolution.



The matter to result in disciplinary action taken against parties involved (which FPA Australia may or may not have
the authority to do so).

6.1.2 Unreasonable Complaints and Unacceptable Behaviour
At all times, FPA Australia will endeavour to resolve the majority of matters in which they have the authority to do so.
Under no circumstances will FPA Australia tolerate unacceptable behaviour or abuse from a complainant and, or be in
support of a complainant pursuing an unreasonable complaint.
FPA Australia have a duty of care to uphold to their staff, members and stakeholders conduct. FPA Australia will always
endeavour to conduct all matters with a high level of service at all times and will not encourage poor behaviour which
may bring the Association into disrepute or place the Association stakeholders at risk. This may result in disciplinary action
being taken against the complainant themselves if this behaviour occurs.
FPA Australia will remain transparent at all stages of a complaint investigation and will inform all parties involved whether
a complaint will or will not be investigated by the Association.
6.2

Step 2: Develop the Investigation Plan
1.
Assessing
the
complaint

2. Develop
the
investigatio
n plan

3. Initiate
the
investigatio
n

4. Managing
an open
investigation

The initial plan for a complaint investigation should be set in place to:
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5 Preparing
the
investigation
outcome
report

Closing the
investigation



Eliminate rework and double handling



Consider the factors which may influence, effect or impact the investigation or outcome of the investigation such
as:
-

previous file notes or records involving either party,

-

current or previous investigations that may already be in progress regarding either party,

-

existence of membership, (As different codes and agreements with FPA Australia will then apply),

-

Recent changes or amendments to policies, standards, or legislation.



Ensure the investigation can be concluded in a timely manner,



Take into account (but is not driven by) any deadlines in which the complainant may also need to abide by. Taking
into consideration that the investigation results may be a component of a
pre-existing investigation being undertaken external to FPA Australia,



Consider all support (staff) attained internally by FPA Australia involved in the investigation, or a segment of the
investigation,



Collaborate with all relevant department heads, staff, and parties involved to ensure that all related
information/evidence is obtained to then be deliberated.



Ensure that no correspondence is sent and no contact is made to either/any party involved in the complaint until a
suitable communication is drafted and sent to the relevant parties involved. This is done by;
-

Ensuring all steps in the case are recorded in a file note available to all FPA Australia staff to have access to.

-

Ensuring all FPA Australia employees involved in the investigation are aware that no correspondence is yet to
be shared with the parties involved in the complaint.

-

FPA Australia staff (and signatories to the FPA Australia Employee Manual, June 2017) abiding to internal FPA
Australia policies. Specifically;
o

Section 2.17- Confidentiality Policy.

o

Section 2.15- Representing FPA Australia.

o

Section 2.16- Conflict of Interest Policy.

When the investigation planning stage is well prepared, methodically organised, and structured in a strategic,
premeditated and professionally consistent manner, it will not only reduce the amount of noise around the process, but
will also influence the outcome of the investigation to a more timely and satisfactory resolution.
6.3

Step 3: Initiate the Investigation
1.
Assessing
the
complaint

2. Develop
the
investigatio
n plan

3. Initiate
the
investigatio
n

4. Managing
an open
investigation

5 Preparing
the
investigation
outcome
report

Closing the
investigation

It is critical that the investigation be managed by one person who will be responsible for the collection of evidence,
initiating the investigation, the liaising with relevant FPA Australia department heads, making contact with the
complainant and other parties involved, as well as providing details on the outcome of the complaint investigation.
FPA Australia’s Compliance Officer will initiate and facilitate the investigation of a complaint and will employ the relevant
assistance from other departments when required, to determine the most appropriate course of action and then conclude
the investigation with a satisfactory outcome.
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Compliance Officer will determine if any additional evidence/information is required in order to mention this
request when contacting the complainant in the following steps.



A notification in writing addressed to the complainant will be issued including the following:
-

templated introduction formally acknowledging the receipt of the complaint in writing to the complainant

-

notifying the complainant of the receipt of the complaint

-

a suitable timeline of the process to be undertaken by Compliance Team as well as an estimated time of
completion
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6.4

-

an introduction to the Compliance Officer managing the open matter promoting transparency throughout
the entire investigation process

-

if a realistic and reasonable timeframe for expected completion of the investigation is known, the
complainant can be informed of this timeframe and expectation.



The investigation is then compartmentalised into all relevant factions that the complaint is directed.



Relevant documents are sourced to aid in the investigation of each faction of the complaint.



Work closely with the Membership Service Team and the Accreditation / Licensing team in ensuring that members
are complying with the Code of Practice, terms and conditions of membership and the Code of Professional
Conduct (where relevant and despite the content of the original complaint).



Conduct audits across the FPA Australia accreditation schemes, membership requirements, training and education
requirements, and general conduct expectations based on the findings of the above check points in the preparation
and planning stage of the investigation.



Investigation commences.

Step 4: Managing an Open Investigation
1.
Assessing
the
complaint

2. Develop
the
investigatio
n plan

3. Initiate
the
investigatio
n

4. Managing
an open
investigation

5 Preparing
the
investigation
outcome
report

Closing the
investigation

Throughout the entire end to end process of an investigation, FPA Australia must maintain a high level of consistency
regarding the reporting, record keeping, and document control of the complaint procedures.
6.4.1

Procedural Requirements







Impartiality:
Procedural Fairness:

An inquisitorial approach, ascertaining the truth and uncovering the facts.
A uniformed approach to an investigation and a fair and proper procedure
conducted when making a decision.
Confidentiality:
Considering the safety of all parties, including the complainant at all times.
Communication and Transparency: Keeping all parties informed at all times of the steps involved in the
investigation.
Standard of Proof:
Prove beyond a reasonable doubt, weight of the evidence, and clear and
convincing evidence.
Rules of Evidence:
Considering what evidence must or must not be considered to prove or disprove
a particular matter when reaching a decision.

All investigations must maintain a central investigation record keeping system, which is a complete record of the
investigation, documenting the steps taken to a particular conclusion. Including phone calls, interviews, and
documentations obtained and utilised in the investigation, as well as documents obtained and not utilised in the
investigation. Reasons pertaining to evidence that cannot be applied to the outcome of an investigation is also imperative
to the recording of the steps taken to that outcome.
Files will be maintained both electronically and, if necessary, hardcopies of the investigation will be retained.
Subsequently, all action undertaken at all stages of an open investigation will be recorded in the FPA Australia database.
Notes will be saved in the respective file or under the corresponding company identification number.
Case notes from any customer recording or management system are also deemed legal documents and can be utilised in
any legal proceedings if requested from authorities. And can be done so at any time. Therefore all records pertaining to
any association with FPA Australia (not only a complaint investigation) are to adhere to a concise and professional
standard and meet the expectation of a high level of service.
Case note management and document control are the best way in which staff can follow a precise and uniform procedure
to ensure consistency across the board as well as advancing the process towards the resolution and outcome of an
investigation.
The elimination of double handling and rework being at the forefront of any document control procedure will take into
consideration things such as document naming convention and version control as well as carefully thought out case note
procedures.
The following steps outline the standard in which FPA Australia endeavour to conduct the procedures when investigating
a complaint.
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Note:
Where a complaint investigation results in FPA Australia addressing the matter with the respondent, all files regarding the
matter will be filed under the label of the Respondent (not the complainant).
6.4.2

Addressing the Complaint with the Respondent
When investigation findings uncover a breach of compliance on the part of the respondent, the respondent must be
contacted to alert them of the findings, and to have the matter resolved.
Prior to a decision to take disciplinary action, FPA Australia must inform the respondent of the complaint and the details
of the complaint:


A request is sent to the respondent to provide them with an opportunity to respond to each detail of the complaint
made against them.
-

6.5

The respondent is given an opportunity to respond with further information which will then require further
investigation.



The information provided will be considered against the original complaint.



If the additional information changes the relevance of the original complaint, a decision is made whether FPA
Australia can still investigate and action the complaint.



FPA Australia may send the respondent recommendations or a request for remedial action with a due date for
action to be completed.



If, after a certain period of time the remedial action is not completed, follow up reminders will be sent to the
respondent.



If, after the remedial action requests have not been completed, a Notice of Decision will be sent to the respondent.
The ‘Notice of Decision’ can include one or more the following:
-

Disciplinary action

-

Action taken by FPA Australia (eg Suspension of Accreditation)

-

Removal from FPA Australia Provider of Choice listing

-

Formal warnings

-

Final warnings

-

A letter from FPA Australia Chief Executive Officer (CEO)

-

Alert to pending legal action (where relevant).



If it is disclosed the investigator has in their possession, material to which the disciplinary decision was based on,
and the respondent makes a request to obtain this information, FPA Australia is under no obligation for this
information to be withheld to those who request it. Therefore all material used in a case (which is not in breach of
FPA Australia confidentially policy), can be surrendered. (This is on a case-by-case basis).



Information regarding the opportunity to appeal the decisions made by FPA Australia.

Step 5: Prepare the Investigation Outcome Report
1.
Assessing
the
complaint

2. Develop
the
investigatio
n plan

3. Initiate
the
investigatio
n

4. Managing
an open
investigation

5 Preparing
the
investigation
outcome
report

Closing the
investigation

At the conclusion of an investigation once an outcome/resolution has been reached, the report must be fashioned in such
a way that is clear and comprehendible for any/all parties involved and any other person to whom this report will be
provided.
The first step taken when drafting the investigation outcome report, is to observe procedural fairness with an objective,
non-disparaging approach.
6.5.1

The following steps must be considered when developing the investigation outcome report:


Page 74

This report must address every section and subsection of the original complaint. A thorough review of the original
complaint is suggested at this stage to ensure all sections are covered in the outcome.
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-

6.5.2

If at this stage, it is recognised that a section of the complaint is yet to be investigated or addressed, the
outcome report must be postponed and the investigation must resume.



The report must be objective and hold no judgments from the author.



The report must detail the facts and findings and include any disciplinary actions/decisions already made by FPA
Australia.



Where appropriate, the report may provide suggestions to assist the complainant:
-

resolve the matter with the appropriate authorities

-

resolve the matter with the other parties involved in the matter

-

obtain further resources for the complainant to investigate further in order to arrive to a satisfactory
outcome or resolve

-

to obtain the relevant information required to contact the appropriate authority for further determination.



The delivery of an investigation outcome report must always reference the relevant evidence to which the decision
has been based on and determined.



Utilising the relevant documents mentioned above as a reference point is paramount. It provides the complainant
with the resources they require to acknowledge, validate, comprehend, and process FPA Australia’s final decision
and findings.



Once completed, the Compliance Officer will review the investigation outcome report and then refer it to the Manager,
Member and Industry Services for the investigation findings to be assessed and a decision to be determined.

The reports sent to both parties involved in the complaint investigation can differ slightly, however should contain the
following information:
To both the complainant and respondent:
•

The details of the complainant

•

A summary of the original complaint

•

The investigation findings

•

Any impromptu findings during the investigation which may have caused for an unplanned audit, interviews, or
further investigation to be conducted

•

References to all relevant standards, codes, contractual agreements, government regulations, terms and conditions
or signed arrangements, policies or contracts

•

The outcome of the investigation and decisions made by FPA Australia

•

Any relevant recourses, or referral information relevant to the complainant.

•

Details of the disciplinary decisions made by FPA Australia:
-

•

6.6

Where the confidence and/or confidentiality of either party is not breached. In some cases, this information
may not be included in the outcome report to either party.

In the case that an investigation of a complaint involves serious allegations of improper conduct, corruption, fraud or
other criminal activity that can potentially affect the vision to minimise the impact of fire on life, property and the
environment, the matter will be referred to the relevant state and, or territory, or national government regulator.

Step 6: Closing the Investigation
1.
Assessing
the
complaint

2. Develop
the
investigatio
n plan

3. Initiate
the
investigatio
n

4. Managing
an open
investigation

5 Preparing
the
investigation
outcome
report

Closing the
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An investigation is closed once all relevant parties involved have been officially notified (in writing), and any required
action or requests made by FPA Australia have been fulfilled by the relevant parties.
At this stage, Steps 4 “Managing an Open Investigation”, through to 4.2 “Document Control” must be employed.
The Complaint Register must be updated, insuring relevant notes and dates are recorded before changing the status of
the complaint to “closed”. In the case that the complaint submission was also submitted online via the FPA Australia
webpage web-form, the online status of the web-form entry must also be changed to “closed” in the internal FPA
Australia iMIS database.
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Thorough filing, case notes, record keeping processes and naming conventions are important for the following reasons:


Easy and speedy retrieval of documents when required for future reference.



Prompt repose to any future enquiry made into the closed case.



Administrative consistency and diligence in the case that the information recorded be used in potential future legal
proceedings.



Auditing purposes. (Internal processes and procedures).



Consistency and the overall representation of FPA Australia proficiency.

Following the resolution and closure of an investigation, all documents are to be recorded, filed, and archived
appropriately. During this time, records pertaining to an investigation can be readily available and retrievable if required.

7.0 Appeals Regarding FPA Australia Decision
FPA Australia have established an Accreditation Appeals Panel (AAP) that allows applicants, accredited practitioners
(accredited individuals) and other affected parties to appeal decisions made by FPA Australia.
Upon receiving an appeals application, FPA Australia will notify and convene the AAP to evaluate the details of the appeal
application against the information from the FPA Australia investigation which lead to the original Notice of Decision.
Where FPA Australia have a co-regulatory agreement for an FPA Australia Accreditation Scheme and a compliance matter
involving an accredited individual arises, FPA Australia will ensure that the Secretary of the Department of Finance
Services and Innovation (or relevant designated Government Department) is notified with the following;
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Details of the complaint and investigation findings



Any disciplinary actions and outcomes (if relevant)



Any official Notice of Decisions made by FPA Australia



Outcomes of complaints (when resolved)



Any appeal applications



FPA Australia Accreditation Appeals Panel (AAP) decisions made



Details of AAP Hearing (where relevant)



And any other relevant information regarding the complaint of an accredited individual under FPA Australia
accreditation scheme.
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Attachment 6
Disciplining Accreditation Holders
Disciplining Accreditation Holders
1.0 Scope
This document has been developed to outline Fire Protection Association Australia (FPA Australia) process used for disciplining
accredited individuals under any FPA Australia Accreditation Schemes when a compliance breach has been identified.
This process has been developed to support the promotion of uniformity and consistency along with procedural fairness throughout
all stages of the administrative investigation process when an investigation has been undertaken.
This document must be enforced in parallel with any legislative conditions or requirements, as well as any additional guidelines or
procedures that may be referred to in this document.
All matters involving the disciplinary action of an accredited individual will be evaluated against the level of service expectations
which are in line with the following internal documents:


FPA Australia’s Code of Professional Conduct



Terms and Conditions of any of FPA Australia accreditation schemes



FPA Australia accreditation application lodgment terms



any relevant Government Framework and appropriate Industry Standards.

Compliance with the above documents establishes the benchmark for the delivery of services and/or products at a standard to
which all investigations and disciplinary action procedures endeavour to adhere to.
This document will outline:


the types of breaches of compliance that warrant disciplinary action



how a decision to enforce a disciplinary action is determined by FPA Australia



the types of disciplinary actions FPA Australia may decide to enforce and



how a disciplinary action is enforced



the opportunity to appeal a decision made by FPA Australia



the involvement of the FPA Australia Accreditation Appeals Panel (AAP) in a disciplinary decision.

2.0 Introduction
The objective of the Disciplining an Accreditation Holder process is to set out all the possible actions that FPA Australia as an
accrediting body may take in order to mandate, instruct, and educate an accredited individual if it is found that a compliance breach
has occurred.
2.1

How is a Breach Identified?
Breaches may be identified either by written submissions directly to FPA Australia or via our monitoring (auditing) process for
Accredited Individuals.
FPA Australia will investigate reported breaches of compliance, and if non-compliance is identified, take appropriate enforcement
action regardless of whether authorities such as state planning authorities or fair trading, or the Australian Competition and
Consumer Commission undertake an investigation for breaches against the Competition and Consumer Act 2010 (including the
Australian Consumer Law) or other relevant legislation.
Accredited individuals are responsible for meeting obligations outlined by the Accreditation Scheme in order to maintain
compliance. FPA Australia can request Accredited Individuals demonstrate processes and procedures are in place to meet
compliance requirements. FPA Australia also reserves the right to conduct a compliance audit or to appoint an independent auditor
to conduct such an audit.
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2.2

Who Investigates and Determines Disciplinary Action?
FPA Australia must ensure that the investigation process, and the assessment of investigation findings and decision making will be
separate. Both functions will be conducted by separate FPA Australia employees focused on either the investigation and collating of
findings, and then the assessment of the findings and making a disciplinary decision (where relevant).
This will be achieved by:


Compliance investigations will be undertaken by FPA Australia Compliance Officer. (When relevant, this can also be in
conjunction with the assistance from other subject matter experts (SMEs) in the relevant department). In the case where this
is not possible, FPA Australia will engage a capable person who possesses the relevant knowledge, experience and
competencies to carry out this task.



FPA Australia Compliance Officer will initiate, prepare, and conduct the investigation and if required will engage the assistance
from other departments in order to determine the most appropriate course of action if a non-compliance matter arises.



FPA Australia Compliance Officer will send a request to the respondent to provide them with an opportunity to respond to
each detail of the complaint made against them. The respondent can provide further information which will then require
review further investigation and consideration in relation to the matter.



The findings and evidence of the investigation together with any relevant history will be referred to the Manager, Member &
Industry Services for assessment and decision making, and any course of action to take. If further authority is required, the
matter will be referred to FPA Australia CEO.



All FPA Australia employees involved in an investigation are at all times required to adhere to the confidentiality and privacy
policies set out in FPA Australia employee contract and employee manual.

3.0 Assessing, Managing, & Recording Disciplinary Decisions
Prior to a disciplinary decision being made, there are a range of tools and registers used to gather, assess, and record the relevant
information needed to assist in an investigation. FPA Australia may come to a disciplinary decision based on the investigations that
are instigated from the results of the following types of audit tools and registers.




An audit tool is used to capture the results of both internal and scheduled audits.
-

Internal Audit: An ad-hoc audit conducted based on a complaint submission, an observation or feedback presented to
FPA Australia for investigation.

-

Scheduled Audit: A schedule that is adhered to by FPA Australia to routinely and randomly conduct audits.

A register is a secure repository to record all investigation notes and audit results.

FPA Australia have registers and monitoring tools for the following reasons:
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Auditing Tools - all scheduled & internal audits, as well as complaint investigations are assessed and reported using an audit
tool designed to capture compliance and non-compliance. These audit tools monitor the following:
-

Who has been audited

-

What regulations/standards/codes they are being audited against

-

Why they have been chosen to be investigated (suspected breaches, scheduled audit or internal audit)

-

Indications of individual results against relevant regulations/standards/codes.

Complaints Register - all submitted compliance breaches are recorded in a register with detailed information regarding:
-

Who submitted the complaint (complainant)

-

When the complaint was submitted and investigated

-

How the complaint was lodged (incoming via phone, email, online complaint form)

-

Who the complaint is about

-

What the complaint is about (all details and references to any evidence provided)

-

Live investigation status

-

FPA Australia departments or subject matter experts involved in the investigation

-

Outcome of investigation.

Records Management Register - Comprehensive record keeping and document management filing system to ensure all
details are safely stored, backed up and easily retrievable.
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Internal Database - is updated with summary information regarding a compliance matter or complaint. This information is
recorded in the iMIS FPA Australia internal database.

All relevant Registers, hardcopy files, and electronic files must be updated with the relevant information regarding any decision
made by FPA Australia to:


Enforce a disciplinary decision.



Accept or reject an application or renewal for membership or accreditation.



Investigate a complaint about any member or accredited individual.



Make a decision based on an assessment of audit results.



Amend or update internal policies, processes and procedures.

4.0 Making a Decision to Discipline
4.1

A breach of compliance which warrants disciplinary action includes:


A complaint has been submitted, investigated and assessed by FPA Australia.



A scheduled desktop or an audit has been conducted.



An investigation by FPA Australia has been conducted where FPA Australia have assessed that an accredited individual has
breached their obligations under the Accreditation Scheme.

Where FPA Australia receives an application for appeal against the disciplinary action, the investigation findings (along with the
application for appeal) is sent to the Accreditation Appeals Panel (AAP) for final determination.
4.2

Grounds for commencing disciplinary proceedings:
FPA Australia may take disciplinary action against Accredited Individuals who have been found in breach of, but not limited to the
following:


FPA Australia Code of Professional Conduct.



Terms and Conditions of FPA Australia Accreditation Schemes.



any relevant regulations/standards/codes.



breaches of FPA Australia conflict of interest processes.



non-conformance to a requirement set by FPA Australia to resolve any outstanding identified breaches.

Where FPA Australia have a co-regulatory agreement for an FPA Australia Accreditation Scheme and a compliance matter involving
an accredited individual arises, FPA Australia will ensure that the Secretary of the Department of Finance Services and Innovation (or
relevant designated Government Department) is notified with the following:
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Details of the complaint and investigation findings.



Any disciplinary actions and outcomes (if relevant).



Any official Notice of Decisions made by FPA Australia.



Outcomes of complaints (when resolved).



Any appeals applications.



FPA Australia Accreditation Appeals Panel (AAP) decisions made.



Details of AAP Hearing (where relevant



And any other relevant information regarding the complaint of an accredited individual under FPA Australia accreditation
scheme.
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5.0 Grounds for Disciplinary Action
5.1

Findings of Investigation:
The following are the potential grounds for disciplinary action of a FPA Australia accredited individual.
Breaches include:
Professional Behaviour:


Abide by the terms and conditions and any guidelines established by the accreditation scheme



Comply with the all terms and conditions of the Code of Professional Conduct.



Comply with all relevant regulations/standards/codes.



Avoid any action or oversight that may discredit the fire protection profession, including those that a third party would most
likely conclude adversely affect the good reputation of the profession.



False or misleading information provided by accredited individuals during the application process.

Commitment to Best Practice: (Signatories shall undertake their best endeavour to apply best practice in relation to:


Quality and compliance of work.



Timely completion of projects.



Implementing and adhering to workplace health and safety requirements.



Promoting practices that reduce environmental impacts and contribute to the suitable use of resources and energy without
compromising fire protection.



Developing ethical and responsible customer, competitor and community relationships.

Communications:
Being straightforward and honest in all professional and business relationships, ensuring that fair dealings with clients and the
community are accurate, truthful and not misleading,


Not making disparaging remarks in relation to clients, government departments, FPA Australia, the community, other fire
protection service providers and accredited individuals.

Contract Administration:


Uphold all contractual obligations and deliver to the Client the agreed services.



Advise clients promptly where variations to contracts or scope of work are unavoidable.



Respond promptly to requests for information and co-operatively support efforts to resolve problems, claims and disputes.



Ensure professional quality assurance processes are followed.



Protect commercial-in-confidence information or intellectual property.

Conflict of Interest:


An actual, potential, or perceived conflict of interest matter addressed with an accredited individual who does not adhere to
the recommendations made by FPA Australia to defuse, eliminate or manage the conflict of interest.



This can affect an individual’s application, renewal or current accreditation.

6.0 Disciplinary Decisions
6.1

Disciplinary Decisions When a Breach Is Identified:
When a disciplinary decision has been made, the enforcement will be actioned by the relevant FPA Australia staff member(s). In
most cases this will be the responsibility of the FPA Australia Compliance Officer and/or the Member & Industry Services Manager. If
the matter is found to breach state territory or federal regulations, the matter will be referred to the relevant authority.
The types of possible disciplinary actions (and the parties responsible for alerting and enforcement) that FPA Australia may enforce
following a disciplinary decision are:
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Action

6.2

Who is responsible for this decision?

Caution and/or warning





FPAS accreditation staff and Team Leader
FPA Australia Compliance Officer
Manager of Member & Industry Services

Recommendation for additional
coaching or training




FPAS accreditation Team Leader
Manager of Member & Industry Services

Request for corrective action





FPA Australia Compliance Officer
Manager of Member & Industry Services
FPA Australia CEO

Restriction to an accreditation,
Suspension of accreditation,
or
Cancelation of accreditation




Manager of Member & Industry Services
FPA Australia CEO

Potential outcomes of disciplinary decisions
The following is a list of other potential outcomes, also outlined in the Code of Professional Conduct, which may be enforced as
disciplinary actions when an accredited individual is found to have breached the compliance requirements of the Accreditation
Scheme:


seek a formal apology from the accredited individual for the breach as well as a written undertaking from the accredited
individual that the breach will not be repeated



require the accredited individual to take specified remedial action to correct the breach and avoid re-occurrence



send a formal warning to the accredited individual stating they may be suspended from accreditation with FPA Australia
unless certain actions are taken



refer the matter to the appropriate Regulatory Authority



suspend the accreditation of the accredited individual



terminate the accreditation of the accredited individual



Inform the accredited individual to take immediate steps to cease using any promotional material relating to the
accreditation scheme and not imply in any way that he or she is an accredited individual under an accreditation scheme of
FPA Australia.

7.0 When Can Disciplinary Decisions Take Effect
Following FPA Australia’s decision to pursue disciplinary proceedings, A ‘Notice of Decision’ is sent to the individual and the details of
the decision are recorded in accordance with the FPA Australia Records Management process.
A Notice of Decision is a notice sent to the individual relating to the disciplinary action imposed. This can be in the way of a formal
letter, a final warning letter, a formal warning via email, or a Notice of Decision form letter. Any final decision made by FPA Australia
sent in writing can be classed as a Notice of Decision or a Show Cause notification. This notice is usually the first step taken after the
disciplinary decision has been made by FPA Australia.
The Notice of Decision will include the disciplinary decision made, as well as the grounds for deciding the disciplinary action. The
Notice of Decision includes instructions for an individual to apply for an appeal to the Notice of Decision within a specified
timeframe.
An individual who receives a Notice of Decision may seek legal advice in the preparation of a submission of an appeal application.
FPA Australia must not, under any circumstances, discourage or coerce an individual not to do so.

8.0 Appealing a Disciplinary Decision
FPA Australia has established an Accreditation Appeals Panel (AAP) that allows applicants, accredited practitioners (accredited
individuals) and other affected parties to appeal decisions made by FPA Australia.
Upon receiving an appeals application, FPA Australia will notify and convene the AAP to evaluate the details of the appeal
application against the information from the FPA Australia investigation which lead to the original Notice of Decision.
Where FPA Australia has a co-regulatory agreement for an FPA Australia Accreditation Scheme it will notify the Secretary (or
Secretary’s representative) by email in a timely manner on every occasion that an applicant is:
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refused an application for accreditation



refused accreditation renewal.

Where FPA Australia has a co-regulatory agreement for an FPA Australia Accreditation Scheme it will notify the Secretary (or
Secretary’s representative) by email in a timely manner on every occasion that an appeal is lodged by an applicant who has:


been refused accreditation



appealed a decision to refuse an application



had a decision determined by the Accreditation Appeals Panel.

Where FPA Australia has a co-regulatory agreement for an FPA Australia Accreditation Scheme and a complaint involves an
accredited individual, FPA Australia will ensure that, where required, the relevant notification will be provided to the Secretary (or
Secretary’s representative) for the following:


Details of the complaint.



Details of the investigation findings.



Any official Notice of Decisions made by FPA Australia.



Outcomes of complaints (when resolved).



Any disciplinary actions and outcomes (if relevant).



Details of AAP Hearing (where relevant).



FPA Australia Accreditation Appeals Panel (AAP) decisions made.



And any other relevant information regarding the complaint of an accredited individual under FPA Australia accreditation
scheme.

FPA Australia will ensure that all required and relevant notifications referred to above; and information relating to these
notifications, will be provided by email to the NSW Secretary of the Department of Finance, Services and Innovation in a timely
manner.

9.0 Disciplining Accreditation Applicant/Renewals or Accredited Individuals - Flow Chart
A breach of
compliance is
identified after
investigation

Start

Individual is provided a
chance to respond to
the findings and provide
additional information
where relevant

Individual responds
to findings as
requested

Individual provides
further information
to the findings

Compliance Officer
investigated further

Follow up notification
requesting final request
for remedial action
confirmation from
accreditation holder
Required
action
confirmed?

NO

Required
action
confirmed?

YES

Support
required by
FPA AustraliaSubject Matter
Expert(s)?

FPA Australia
communicates the required
remedial action with an
expected timeframe

YES

YES

NO

Compliance Officer
collates relevant
information to
present to
dpt. manager

YES

Can remedial action
resolve the matter?

NO

NO
Formal warning(s) indicating potential action
to be taken such as:
Suspension of membership,
Suspension of Accreditation,
Remove practitioner from National Register
Rejection of Application(s) /Renewal(s) etc.

“Notice of Decision”
provided to the
individual

Action Completed

Action NOT
Completed

FPA Australia
action taken

“Notice of Decision”
provided to the
individual
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Individual has an
opportunity to Appeal
the decision.
(See Appeals Process).

Process End

10.0 Disciplining Accreditation Applicants/Renewals or Accredited Individuals - Process Steps
10.1

A Compliance Breach Is Identified
a.

A compliance breach can be identified during a routine audit of accredited individuals, a complaint submission or feedback
provided to FPA Australia as per the Complaints Process, or an independent investigation is initiated by FPA Australia.
i.

b.

Initial contact is made to the accredited individual to inform them of the findings.

c.

The accredited individual is provided with a suitable timeline to respond to the finding.

d.

If remedial action has been undertaken by the accredited individual which satisfied the request from FPA Australia, an
official outcome report will be drafted and sent to the accredited individual confirming the outcome of the investigation.
i.

However, if remedial action is not confirmed by the accredited individual, a critical follow up and final
notification is sent with a new due date for action.

e.

If no remedial action is confirmed by the accredited individual, a formal warning is provided in writing. This warning
stipulates the details of the pending suspension of accreditation.

f.

The accredited individual has not responded to FPA Australia, or provided any information regarding the matter, a formal
Notice of Decision is sent to the individual with disciplinary actions, response request dates, information on appeals process
and a timeframe for appeals applications.
i.

g.

h.
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If a complaint has been submitted, the details of the complaint will be added to relevant records, files and
complaint register.

If action has been taken by FPA Australia to suspend or cancel accreditation, this is communicated to the
individual when this takes place. The accredited individual is notified in writing of the suspension of
accreditation. This can be at notice of decision or prior depending on the severity of the findings.

In the absence of a response, the accreditation is then terminated.
i.

The practitioner is removed from the National Register.

ii.

All relevant information regarding the matter is recorded on the relevant file.

In receipt of an application to appeal the decision (Notice of Decision) please see the FPA Australia Accreditation Appeals
Panel Process.
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Accreditation Application and Renewal Forms
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Fire Protection Association Australia
Fire Protection Accreditation Scheme

NSW Competent Fire Safety Practitioner
Application Form
Transitional Accreditation for:
Fire Systems Design
(Clause 136AA and 146B of NSW EP&A Regulation)

Page 1

© Fire Protection Association

Fire Protection Association Australia
Fire Protection Accreditation Scheme (the Scheme)
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Important Note:
Please read the Fire Protection Accreditation Scheme document on: www.fpaa.com.au/fpas/scheme.aspx
before completing this application form.
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1. Applicant Details
Personal and Employer details are mandatory, so all fields need to be completed.
Personal details are required as you may change employer in the future and accreditation is only
provided to individuals.

Personal details:
Surname:

Given names:

Title:

Date of birth:

Residential street address:
Suburb:

State:

Postcode:

Postal Address:
Write ‘as above’ if same a residential address

Suburb:

State:

Postcode:

Home phone number:

Work phone number:

Mobile:

Email:

Home:
Work:

Employment Details:
Employer’s Company Name:
Street:
Suburb:

State:

Postcode:

Company phone number:
Company email address:
Company website address:

I authorise my employer’s details to be included with my information in FPA Australia’s
Accreditation Register (website).
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2. Accreditation Category

Please

the category of Fire Systems Design you are applying for.
Fire Systems Design Class
Fire Sprinkler Systems
Designs compliant with:
• EP&A Act and Regulation (Clause 136AA and 146B)
• BCA
• AS 2118 series
• AS 2941

Category

Fire Hydrant and Hose Reel Systems
Designs compliant with:
• EP&A Act and Regulation (Clause 136AA and 146B)
• BCA
• AS 2419.1
• AS 2941
• AS 2441

Fire Detection and Alarm System
Designs compliant with:
• EP&A Act and Regulation (Clause 136AA and 146B)
• BCA
• AS 1670 series
• AS 3786
• AS 1668.1 (fire detection and activation aspects only).

Jurisdiction

NSW

VIC

Restrictions
1. All categories exclude design of mechanical ducted smoke control systems, except for Fire Detection and Alarm
Systems that includes accreditation for designing the fire detection and activation aspects of mechanical ducted
smoke control systems (not the mechanical aspect).
2. Any performance solution involving a relevant fire safety system requires an alternative solution report under
clauses 130 (2A) or 144A of the EP&A Regulation before a complying development certificate (CDC) or
construction certificate (CC) can be issued by the certifying authority. Therefore, any CFSP, accredited to
undertake FSD of a relevant fire safety system that incorporates elements as a result of an alternative solution,
must obtain a report or certification from the CFSP who prepared the alternative solution report relied upon by
the certifying authority for this work and ensure that their design incorporates these elements prior to
endorsing it under clauses 133AA (2) (C) (ii) or 146B (2) (C) (ii) of the EP&A Regulation.

Disclaimer
Accreditation under the Fire Protection Accreditation Scheme is not a substitute for any requirements for licensing, registration or
accreditation established by relevant applicable legislation (state, territory and/or federal) unless otherwise confirmed by relevant
legislation.
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3. Experience
Experience requirement
You are required to have a minimum of four (4) years practical experience within the last ten (10) years and
provide details of a minimum of seven (7) projects where you have designed the fire safety system.
Projects
In order to demonstrate your experience, complete the tables over the page with seven (7) projects where you
have designed the fire protection system.
These seven (7) projects should reflect a diverse range of medium to large buildings of varying classifications and
uses and are required to cover the following:
 One (1) project from either - an aged care or a hospital building
and
 Three (3) projects from either - a residential, warehouse, place of assembly or shopping centre building
and
 Three (3) projects from any of the above or buildings of other uses such as an office building.
For the categories Fire Sprinkler Systems and Fire Hydrant and Hose Reel Systems, two (2) of the projects must be
buildings greater than 25 m in effective height. Only one (1) of the projects for buildings greater than 25 m can be
an office building.
Note:
If you are applying for more than one category you will need to provide seven (7) projects for each category you
are applying for unless you have completed fire systems design of multiple fire protection systems on each
project that would equate to a total of seven (7) projects per fire protection system or contribute to the balance
thereof.
What if you cannot provide all the projects?
 If the project summaries you have submitted do not cover all the required building types and uses or were
not undertaken within the last ten (10) years, you can provide other suitable supporting information to
validate your application eg other complex building projects.
 We will consider the relevance of this information to the skills, knowledge and experience required for the
CFSP role and we may determine it suitable as alternative evidence of experience.
Resume
Please provide details of your work history and practical experience relevant to class and category of
accreditation you are applying for by attaching your Resume that includes the following:
 details of each employer and business name and contact details (where possible)
 period of employment
 your position/title
 a detailed description of your role, responsibilities and work activities.
Make sure to clearly identify the work that is related to the class and category of accreditation you are applying for.
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Note:
 Print or photocopy additional tables for project summaries if you are applying for more than one (1)
category or if you need additional space for inputting information.
 A word version of the tables have been provided on FPA Australia’s website at www.fpaa.com.au/fpas
 You may include other relevant projects in support of your application in addition to those required.

PROJECT SUMMARIES
Project 1

Fire Sprinklers

Relevant category(s):

Year:

$ Value:

State:

Project Name/Address:

Fire Hydrant & Hose Reels

Fire Detection & Alarms

Employer/Client:

New Building / Works

Extension to Existing Building

Type:
Refurbishment / Fitout / Alteration to Existing Building / Redevelopment
Aged Care

Place of Assembly

Office

Warehouse / Factory / Manufacturing

Residential Multi-storey

Shopping Centre / Retail

Hospital

Other: specify

≤ 4 storeys

≤ 2000 m2

≤ 25 m in effective height

> 2000 m2 to ≤ 5000 m2

> 25 m in effective height

> 5000m2

Use:

Height/Storey/Area

Role/Responsibility:

Extent of Work:

Referee: name of manager or supervisor who can verify the work you performed.
Name of referee:
PLEASE PRINT
Signature of referee:
Contact number of
referee:
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Project 2

Fire Sprinklers

Relevant category(s):

Year:

$ Value:

State:

Project Name/Address:

Fire Hydrant & Hose Reels

Fire Detection & Alarms

Employer/Client:

New Building / Works

Extension to Existing Building

Type:
Refurbishment / Fitout / Alteration to Existing Building / Redevelopment
Aged Care

Place of Assembly

Office

Warehouse / Factory / Manufacturing

Residential Multi-storey

Shopping Centre / Retail

Hospital

Other: specify

≤ 4 storeys

≤ 2000 m2

≤ 25 m in effective height

> 2000 m2 to ≤ 5000 m2

> 25 m in effective height

> 5000m2

Use:

Height/Storey/Area

Role/Responsibility:

Extent of Work:

Referee: name of manager or supervisor who can verify the work you performed.
Name of referee:
PLEASE PRINT
Signature of referee:
Contact number of
referee:
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Project 3

Fire Sprinklers

Relevant category(s):

Year:

$ Value:

State:

Project Name/Address:

Fire Hydrant & Hose Reels

Fire Detection & Alarms

Employer/Client:

New Building / Works

Extension to Existing Building

Type:
Refurbishment / Fitout / Alteration to Existing Building / Redevelopment
Aged Care

Place of Assembly

Office

Warehouse / Factory / Manufacturing

Residential Multi-storey

Shopping Centre / Retail

Hospital

Other: specify

≤ 4 storeys

≤ 2000 m2

≤ 25 m in effective height

> 2000 m2 to ≤ 5000 m2

> 25 m in effective height

> 5000m2

Use:

Height/Storey/Area

Role/Responsibility:

Extent of Work:

Referee: name of manager or supervisor who can verify the work you performed.
Name of referee:
PLEASE PRINT
Signature of referee:
Contact number of
referee:
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Project 4

Fire Sprinklers

Relevant category(s):

Year:

$ Value:

State:

Project Name/Address:

Fire Hydrant & Hose Reels

Fire Detection & Alarms

Employer/Client:

New Building / Works

Extension to Existing Building

Type:
Refurbishment / Fitout / Alteration to Existing Building / Redevelopment
Aged Care

Place of Assembly

Office

Warehouse / Factory / Manufacturing

Residential Multi-storey

Shopping Centre / Retail

Hospital

Other: specify

≤ 4 storeys

≤ 2000 m2

≤ 25 m in effective height

> 2000 m2 to ≤ 5000 m2

> 25 m in effective height

> 5000m2

Use:

Height/Storey/Area

Role/Responsibility:

Extent of Work:

Referee: name of manager or supervisor who can verify the work you performed.
Name of referee:
PLEASE PRINT
Signature of referee:
Contact number of
referee:
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Project 5

Fire Sprinklers

Relevant category(s):

Year:

$ Value:

State:

Project Name/Address:

Fire Hydrant & Hose Reels

Fire Detection & Alarms

Employer/Client:

New Building / Works

Extension to Existing Building

Type:
Refurbishment / Fitout / Alteration to Existing Building / Redevelopment
Aged Care

Place of Assembly

Office

Warehouse / Factory / Manufacturing

Residential Multi-storey

Shopping Centre / Retail

Hospital

Other: specify

≤ 4 storeys

≤ 2000 m2

≤ 25 m in effective height

> 2000 m2 to ≤ 5000 m2

> 25 m in effective height

> 5000m2

Use:

Height/Storey/Area

Role/Responsibility:

Extent of Work:

Referee: name of manager or supervisor who can verify the work you performed.
Name of referee:
PLEASE PRINT
Signature of referee:
Contact number of
referee:

Page 10

© Fire Protection Association

Project 6

Fire Sprinklers

Relevant category(s):

Year:

$ Value:

State:

Project Name/Address:

Fire Hydrant & Hose Reels

Fire Detection & Alarms

Employer/Client:

New Building / Works

Extension to Existing Building

Type:
Refurbishment / Fitout / Alteration to Existing Building / Redevelopment
Aged Care

Place of Assembly

Office

Warehouse / Factory / Manufacturing

Residential Multi-storey

Shopping Centre / Retail

Hospital

Other: specify

≤ 4 storeys

≤ 2000 m2

≤ 25 m in effective height

> 2000 m2 to ≤ 5000 m2

> 25 m in effective height

> 5000m2

Use:

Height/Storey/Area

Role/Responsibility:

Extent of Work:

Referee: name of manager or supervisor who can verify the work you performed.
Name of referee:
PLEASE PRINT
Signature of referee:
Contact number of
referee:
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Project 7

Fire Sprinklers

Relevant category(s):

Year:

$ Value:

State:

Project Name/Address:

Fire Hydrant & Hose Reels

Fire Detection & Alarms

Employer/Client:

New Building / Works

Extension to Existing Building

Type:
Refurbishment / Fitout / Alteration to Existing Building / Redevelopment
Aged Care

Place of Assembly

Office

Warehouse / Factory / Manufacturing

Residential Multi-storey

Shopping Centre / Retail

Hospital

Other: specify

≤ 4 storeys

≤ 2000 m2

≤ 25 m in effective height

> 2000 m2 to ≤ 5000 m2

> 25 m in effective height

> 5000m2

Use:

Height/Storey/Area

Role/Responsibility:

Extent of Work:

Referee: name of manager or supervisor who can verify the work you performed.
Name of referee:
PLEASE PRINT
Signature of referee:
Contact number of
referee:
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4. Statutory Declaration
You must sign this Statutory Declaration as part of your application to declare that the fire protection systems in
the projects you have submitted have all been designed by yourself or that you have contributed significantly to
the design work and expertise.
Complete this section in the presence of a person who is authorised to witness a statutory declaration in New
South Wales (www.jp.nsw.gov.au)
Declaration
I,
Full name of applicant

of
Full residential address of applicant

declare that the fire protection systems in the projects that I have provided in support of my application for Fire
Systems Design Accreditation have all been designed by me (or I have contributed significantly to the design
work and expertise for the fire protection system).
I acknowledge that this declaration is true and correct and I make it in the belief that a person making a false
declaration is liable to the penalties of perjury.
Signed
Signature of applicant

Declared at

in the state of
Suburb in which declaration was signed

this

day of
Day of the month

Before me *

Month

State in which declaration was signed

20
Year

(Witness details)
Statutory Declaration
A witness must be a person
authorised under New South Wales
to witness the signing of a statutory
declaration.
State Acts require a person who
witnesses a declaration to legibly
write, type or stamp his or her name
and address below his or her own
signature.

Name, address and signature of witness.
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5. Qualifications

Qualification(s) or vocational trade
Please tick  and list in the table below any qualification(s) or statements of attainment you have
completed that you consider relevant to the fire systems design category of accreditation you are applying for:

Qualification(s) or vocational trade (as evidenced by a current Occupational
Registration, Occupational Licence or Trade Craftsmen/Apprenticeship Certificate)
Statement(s) of attainment.

Note: Qualifications are not required for Transitional Accreditation.
Code no.
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6. Proof of Identity
Proof of Identify:
You need to provide proof of your identity by submitting a copy of the original of one of the following:


Australian Drivers Licence (both sides)



Occupational or Trade Licence (that includes a photo)



Australian or other Passport.



Other photo identification as approved by FPA Australia.

Please make sure:


your name is the same on all of the documents you submit. If your name is different, you must provide a
change of name certificate



your documents are current, as expired documents are not accepted.

Colour passport photograph:
Please attach a current colour passport-size photograph (minimum size of 4 cm high x 3.5 cm wide)
printed on photographic paper in the box provided.
Alternatively, you can supply a digital image in .jpg or .tif format to fpas@fpaa.com.au as per the
requirements of passport photographs eg the photograph should be no more than six months old;
be a close up of your head and top of shoulders; and be taken with a white or pale background.
This is a true photograph / digital image of the applicant as witnessed by:
Photo
Attach using tape or glue.
Do not staple through

Full Name of Witness: (Print)
Signature:

_________________________________

__________________________________

photo.

Date: ______ / ______ / _______________
Contact no: __________________________
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7. Insurance
Insurance compliance
Indicate how you meet the insurance requirements for the Fire Systems Design Accreditation category under the
Scheme:

I, as a sole trader personally hold the required level of insurance (insurance is in my name or
trading name)
OR
My insurance cover is provided by the business entity that employs or engages me as an
accredited individual (listed as the company name in Section 1).

Certificate of Currency
Attach your Certificates of Currency from your insurance provider (or your employer) for the
minimum insurance requirement of:
 $10 million for Public & Products Liability and
 $2 million (inclusive of defence costs) for any one claim for Professional Indemnity or
 $1 million (exclusive of defence costs) for any one claim for Professional Indemnity.

Professional Indemnity Insurance
You must ensure that your Professional Indemnity insurance covers all activities relevant to the class and category
of accreditation you are applying for and covers all past work as an accredited individual whilst accredited with
FPA Australia up to a maximum of 10 years. (Note: This is done by electing a Retroactive Date of ten years in
arrears or a Retroactive Date of Unlimited).
The Certificate(s) of Currency must include in the list of business activities, all activities in the class and category
of accreditation you are applying for.
You can read the details of what your Certificate of Currency needs to provide at
www.fpaa.com.au/media/270386/insurance_coc.pdf
I have not yet purchased professional indemnity insurance and will do so before my
accreditation is finalised by FPA Australia.

You can send in your application before you purchase insurance.
However, FPA Australia will not issue accreditation until it receives your Certificate of Currency and you will not
be able to work as a competent fire safety practitioner until you receive your certificate of accreditation.
You must notify FPA Australia in writing within seven days of becoming aware of any change to your insurance
that is relevant to your accreditation (such as ceasing to hold insurance).
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8. Code of Professional Conduct
Fire Protection Association Australia’s Code of Professional Conduct (the Code) prescribes the principles,
standards of behaviour and service delivery requirements expected of accredited individuals under FPAS.
As part of this application you must complete the Code of Professional Conduct declaration on the next page,
stating that you have read and will abide by the requirements of the Code and accept any decision if it is
determined you have breached the Code.
The Code is located at www.fpaa.com.au/fpas/copc.
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9. Applicant Declaration
 In support of my application, I hereby declare that:



Please read and tick each box

1. the information contained in this application is true and correct.
2. I am aware of the penalties of perjury for making a false declaration, and where a false declaration is made, I
acknowledge that my accreditation may be cancelled.
3. I have adequate experience required for each category applied for.
4. I agree to comply with the accreditation scheme requirements and other laws.
5. I acknowledge FPA Australia may contact any person or other entity, to verify information provided in this application.
6. I support and agree to comply with the principles, requirements and specified conditions as outlined in the Scheme and
acknowledge that from time to time additional changes to accreditation requirements may occur.
7. I understand that there will be a requirement to transition to Qualified Accreditation within four (4) years, once the
Qualified pathway is available.
8. I commit to comply with the National Construction Code of Australia and any other relevant standards, laws and
regulations and FPA Australia technical documents and guidelines related to the competent fire safety practitioner
function.
9. I confirm that I (or my employer) hold and will maintain the minimum insurance requirement of $10 million for Public &
Products Liability and $2 million for Professional Indemnity Insurance and that the level of insurance cover is adequate
for the services and activities I undertake in the fire protection industry.
10. I have read and agree to abide by FPA Australia’s Code of Professional Conduct that prescribes the principles, standards
of behaviour and service delivery requirements expected of accredited individuals.
11. I commit to maintain my skills by completing the required Continuing Professional Development (CPD) in accordance
with the Scheme.
12. I will keep all records relating to my fire systems design work activities for a minimum of 10 years.
13. I am not currently suspended from any other competent fire safety practitioner accreditation scheme.
14. I have not had my competent fire safety practitioner accreditation revoked by any other competent fire safety
accreditation scheme in the last five years.
15. I will comply with any ‘restriction’ specified for my accreditation.
16. I will not represent that I am able to do work requiring a competent fire safety practitioner that extends beyond the
competent fire safety function that I have been accredited for, with failure to do so resulting in suspension or
cancellation of my accreditation as is appropriate in the circumstances.
17. I will inform all relevant persons of any ‘restriction’ to my accreditation with failure to do so resulting in potential
suspension or cancellation of my accreditation (as appropriate in the circumstances).

Signature of Applicant:

Date:

Witness details:
Name: (Print)
Street:

Suburb:

State:
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10. Employer Declaration
Your employer needs to sign this declaration stating that you are an employee of the company listed on
application form. If your employer is not a Director of the Company that employs you, please ensure that a
Director (or Director’s representative) of the company signs this declaration.

Company Name:
Director’s Name:

Title:
Must be a Director (or Director’s representative) of the above Company

Company ABN or ACN:

I declare that:
Full name of applicant

is the person making the application for Fire Systems Design accreditation under FPAS, and is
an employee of the aforementioned company in Section 1.

Signature:
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11. Accreditation Fee and Payment
The following fees apply to individual accreditation. Your application will be processed once you have paid the
application fee.
Once-off fees apply when you submit an application and are non-refundable. Prices include GST.
Fire Systems Design
Application Fee
(Once-off)

$660

Fee per Category:
(Once-off)

$165

Includes:
 One jurisdiction
 FPAS Online Information Video (mandatory).

Includes:
 One category
 One written assessment.

Annual Accreditation Fee

$935
Includes:
 One year accreditation fee.
 Listing on the Accreditation Register.

Note:
This payment is not due until you have successfully completed a written assessment(s).

Other fees:
Additional Jurisdiction Fee:
(Capped at $400)

$110

Re-assessment Fee

$220 Relates to a second written assessment.

Suspension of Accreditation

$110 Relates to a request for suspension by an accreditation holder.

Re-instatement of Accreditation $110
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Payment
EFT payment:

FPA Australia BSB: 033 083

Account No: 33-2932

Note: Please advise reference number, name, payment time, date and amount to:
accounts@fpaa.com.au
Credit card:

VISA

MasterCard
___________

___________

AMEX

Card Number:

___________

___________

Name on Card:

____________________________________________________________

Expiry Date:

______ / ______

Signature:

___________________________________

Amount: ___________

A tax invoice will be mailed to you with your FPAS Accreditation kit.

Once you have completed your application form, send it along with your payment and any certified documents to:
General Manager - Member & Industry Services.
Fire Protection Association Australia
PO Box 1049
Box Hill
Victoria 3128
OR
Scan your completed Application form and email it together with your photo (.jpg or .tif) to fpas@fpaa.com.au
Note: In order to keep your file size to a minimum, you should scan your application form in black and white
(apart from your digital photo that must be in colour).

Enquiries
If you have any questions or enquiries please contact Accreditation and Licensing on fpas@fpaa.com.au or 03 8892 3131.
For additional resources: www.fpaa.com.au/fpas

Privacy Policy
FPA Australia respects the privacy and personal information of its members. Personal and business information is collected by
the Association for the primary purpose of providing services to members and maintaining the membership and accreditation
registers. FPA Australia aims to manage and protect personal information in accordance with national privacy guidelines
recommended pursuant to the Privacy Act 1988 (Cth) or the most current version of this act, and the Australian Privacy
Principles. The Association’s Privacy Statement can be viewed online at www.fpaa.com.au/about/privacy-policy .
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Check List
Please use this Check List to confirm you have provided all of the necessary information.

Checklist
Section Have you . . . ?
1

Completed all your details and that of your employer?

2

Indicated the category of Fire Systems Design you are applying for?

3

Provided the necessary information regarding your experience in all categories you are
applying for? (Resume and projects for each category).

4

Signed the Statutory Declaration for the projects you have submitted?

5

Provided copies of any qualifications you have attained?

6

Provided copies of documents proving your identity?
Attached a current passport-size colour photograph and had it witnessed?

7

Confirmed that you hold appropriate insurance?
Attached a copy of your Certificate of Currency (or that of your employer)?

8

Read the Code of Professional Conduct?

9

Carefully read and ticked the applicant declaration items?
Has your signature been witnessed?

10

Had your employer sign the employer’s declaration?

11

Completed the payment section?
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Fire Protection Association Australia
Fire Protection Accreditation Scheme

NSW Competent Fire Safety Practitioner
Renewal Form
Transitional Accreditation for:
Fire Systems Design
(Clause 136AA and 146B of EP&A Regulation)
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6 December 2018

Fire Systems Design
Accreditation Renewal Form

Name

Accred. No.:

Address 1

Expiry date:

Address 2
Mobile:
Email (H):
Email (W):

To renew your Fire Systems Design Accreditation for the next 12 months, please complete this form and return it with
payment of the renewal fee and all required supporting documentation.
Scan and email all documents to: fpas@fpaa.com.au
OR
Post to: FPA Australia
Accreditation & Licensing
PO Box 1049
BOX HILL VIC 3128
For advice on renewing your accreditation, please contact FPA Australia, Licensing and Accreditation:
Phone:

03 8892 3131 or 1300 731 922

Email:

fpas@fpaa.com.au

1. Applicant Details
Only complete if details at top of page are incorrect or incomplete.
First name: ________________________________ Surname: _______________________________________
Mailing address: _____________________________________________________________________________
____________________________________________________________________________________________
Suburb: ___________________________________ State: ____________ Post Code: ___________________
Phone: ____________________________________ Mobile: ________________________________________
Email: _____________________________________________________________________________________
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2. Applicant Employment Details - Current Position
Position title: ______________________________________________ Start Date: ______/______/_______
Job Functions: ______________________________________________________________________________
__________________________________________________________________________________________
Principal activities of business: _________________________________________________________________

3. Fire Systems Design Category / Jurisdiction Renewal
Your current accreditation categories:
Category Name:
Category Name:
Category Name:

4. Code of Professional Conduct and Insurance Compliance
You are required to sign a declaration in relation to the Code of Professional Conduct and Insurance
Compliance as part of your accreditation renewal. Please read the requirements below and complete the
declaration at the end of this form.
Code of Professional Conduct
The Fire Protection Association Australia Code of Professional Conduct (the Code) prescribes the principles,
standards of behaviour and service delivery requirements expected of accredited individuals under the BPAD
Accreditation Scheme.
You must sign the Code of Professional Conduct declaration stating that you will abide by the requirements of
the Code and accept any decision if it is determined you have breached the Code.
The Code is located at: http://fpaa.com.au/fpas/copc.aspx
Insurance Compliance
FPAS Accredited Practitioners are required to provide evidence of public and products liability insurance
(minimum $10 Million) and professional indemnity insurance (minimum $2 Million per occurrence). A
Certificate of Currency issued by your insurance provider will meet this requirement.
You must sign the declaration stating that:


you personally hold the required level of insurance (insurance is in your name); OR



your insurance cover is provided by the business entity that employs/engages you.
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5. Summary of CPD Activity
CPD activities and their corresponding weighting (points per hour) are categorised as follows:
Category

Points per
hour

CPD Activity

1

Formal education and training, including distance education, where there is a formal assessment.

2.5

2

Short courses where a formal assessment may not be required.

1.5

3

Attendance at workshops, seminars and discussion groups and conferences where these are delivered
or facilitated by recognised individuals in the fire systems design field.

1.5

4

Learning activities in the workplace (non-income generating) that extend your knowledge and skills.

1

5

Private study of journals, texts etc (informal learning activities) which extends your knowledge and
skills in the fire systems design area and/or in the areas of business and management skills.

0.5

6

Voluntary service to the fire systems design profession.

1

7

The preparation and presentation of material for courses, conferences and seminars.

1

8

Any other structured activities not covered by 1 to 7 above that meet the CPD requirements of the
Scheme.

1

9

Attendance at a nominated FPA Australia professional development session if considered critical to
FPAS accredited fire system designers.

1

Note: To maintain accreditation, you must accrue a minimum of 20 CPD points in every 12-month period.
CPD requirements are detailed in the Scheme document at (http://www.fpaa.com.au/the Scheme).

6. Evidence Checklist

Check that you have completed every section on this form and attach the following:

□

□

Portfolio of evidence including:
o

CPD Logbook detailing CPD activities (available from the FPA Australia website).

o

Insurance policy or certificate of currency for public liability insurance–minimum of AUD $10 million.

o

Insurance policy or certificate of currency for professional indemnity insurance - minimum of AUD
$2 million that includes a list of business activities.

Recent passport style colour photograph (Optional)
o

□

If a photo is not provided the photo held on file by FPA Australia will be used for the new ID Card.

Payment of the accreditation renewal fees.
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7. Applicant Declaration
Please read and tick each box

 In support of my application, I hereby declare that:



Please read and tick each box

1.

the information contained in this application is true and correct.

2.

I am aware of the penalties of perjury for making a false declaration, and where a false declaration is made, I acknowledge that
my accreditation may be cancelled.

3.

I have adequate experience required for each category applied for.

4. I agree to comply with the accreditation scheme requirements and other laws.
5.

I acknowledge FPA Australia may contact any person or other entity, to verify information provided in this application.

6.

I support and agree to comply with the principles, requirements and specified conditions as outlined in the Scheme and
acknowledge that from time to time additional changes to accreditation requirements may occur.

7.

I understand that there will be a requirement to transition to Qualified Accreditation within four (4) years, once the Qualified
pathway is available.

8.

I commit to comply with the National Construction Code of Australia and any other relevant standards, laws and regulations and
FPA Australia technical documents and guidelines related to the competent fire safety practitioner function.

9.

I confirm that I (or my employer) hold and will maintain the minimum insurance requirement of $10 million for Public & Products
Liability and $2 million for Professional Indemnity Insurance and that the level of insurance cover is adequate for the services
and activities I undertake in the fire protection industry.

10. I have read and agree to abide by FPA Australia’s Code of Professional Conduct that prescribes the principles, standards of
behaviour and service delivery requirements expected of accredited individuals.
11. I commit to maintain my skills by completing the required Continuing Professional Development (CPD) in accordance with the
Scheme.
12. I will keep all records relating to my fire systems design work activities for a minimum of 10 years.
13. I am not currently suspended from any other competent fire safety practitioner accreditation scheme.
14. I have not had my competent fire safety practitioner accreditation revoked by any other competent fire safety accreditation
scheme in the last five years.
15. I will comply with any ‘restriction’ specified for my accreditation.
16. I will not represent that I am able to do work requiring a competent fire safety practitioner that extends beyond the competent
fire safety function that I have been accredited for, with failure to do so resulting in suspension or cancellation of my
accreditation as is appropriate in the circumstances.
17. I will inform all relevant persons of any ‘restriction’ to my accreditation with failure to do so resulting in potential suspension or
cancellation of my accreditation (as appropriate in the circumstances).

Signature: __________________________________________________ Date: _______/_______/_______
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8. Payment Details



EFT Payment

FPA Australia - BSB No. 033 083 - Account No. 33 2932
Please use your accreditation number as your reference for EFT payment.



VISA





MasterCard

Amex

Card No. ___ ___ ___ ___ ___ ___ ___ ___ ___ ___ ___ ___ ___ ___ ___ ___ Exp Date ___ ___/ ___ ___
Amount Due:
Name on card ______________________________________ Signature __________________________________
Note: A tax receipt will be sent as confirmation of your application for renewal.
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1. Applicant Details
Personal and Employer details are mandatory, so all fields need to be completed.
Personal details are required as you may change employer in the future and accreditation is only
provided to individuals.

Personal details:
Surname:

Given names:

Title:

Date of birth:

Residential street address:
Suburb:

State:

Postal Address:

Postcode:

Write ‘as above’ if same a residential address

Suburb:

State:

Postcode:

Home phone number:

Work phone number:

Mobile:

Email:

Home:
Work:

Employer Details:
Employer’s Company Name:
Street:
Suburb:

State:

Postcode:

Company phone number:
Company email address:
Company website address:

I authorise my employer’s details to be included with my information in FPA Australia’s
Accreditation Register (website).
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2. Accreditation Categories
Fire Safety Assessment (FSA) accreditation has two categories available - ‘Restricted’ and ‘Unrestricted’ - for
individuals applying for accreditation to assess a fire safety measure (FSM) in a building.
Restricted
Restricted accreditation refers to an individual who has demonstrated competency to assess a nominated FSM or
number of nominated FSMs. Accreditation is restricted to those nominated FSMs only.
Unrestricted
Unrestricted accreditation refers to an individual who has demonstrated competency to assess all FSMs.
Performance (alternative) solutions
Note that individuals accredited in the Fire Safety Assessment class for individual or multiple FSMs are accredited
to assess the operating performance of these FSMs regardless of whether they are subject to a performance
(alternative) solution or not.
Fire safety measures
A fire safety measure means any measure (including any item of equipment, form of construction or fire safety
strategy) that could be implemented in a building to ensure the safety of persons using the building in the event
of fire.
The statutory fire safety measures (clause 166 of EP&A Regulation 2000) include:


Access panels, doors and hoppers to fire-resisting shafts



Automatic fail-safe devices



Automatic fire detection and alarm systems



Automatic fire suppression systems



Emergency lifts



Emergency lighting



Emergency warning and intercommunication systems



Exit signs



Fire control centres and rooms



Fire dampers



Fire doors



Fire hose reel systems



Fire hydrant systems



Fire seals protecting openings in fire-resisting components of the building



Fire shutters



Fire windows



Lightweight construction



Mechanical air handling systems



Perimeter vehicle access for emergency vehicles



Portable fire extinguishers



Safety curtains in proscenium openings
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Smoke alarms and heat alarms



Smoke and heat vents



Smoke dampers



Smoke detectors and heat detectors



Smoke doors



Solid core doors



Standby power systems



Wall-wetting sprinkler and drencher systems



Warning and operational signs.

Other fire safety measures may be required by the building certifier and/or a performance (alternative) solution.

Level 2 - Advanced and Level 1 - Basic for selected Fire Safety Measures
To reflect the levels of complexity that some equipment and systems can present, two levels of accreditation are
available for three FSMs:




Automatic fire suppression systems (sprinklers)
Fire hydrant systems
Automatic fire detection and alarm systems.

The following table describes the Level 2 - Advanced and Level 1 - Basic accreditation categories.

Automatic Fire Suppression Systems (sprinklers)
Level 2 - Advanced


No restriction on scope of automatic fire suppression systems (sprinklers).*
*

Must have accreditation in Fire Hydrant Systems Level 2 - Advanced. This is to account for AS 2118.6
combined sprinkler and hydrant systems.

Level 1 - Basic
Not accredited to undertake assessment on automatic fire suppression systems (sprinklers) that incorporate any
or all of the following:
 multiple pressure zones
 combined sprinkler and hydrant systems
 high hazard sprinkler systems, including those that protect:
- high hazard process risks
- high hazard storage risks
- special commodities
- flammable and combustible liquids or other dangerous goods.
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Fire Hydrant Systems
Level 2 - Advanced


No restriction on scope of fire hydrant systems.*
*

Must have accreditation in Automatic Fire Suppression Systems (Sprinklers) Level 2 - Advanced. This is to
account for AS 2118.6 combined sprinkler and hydrant systems.

Level 1 - Basic


Not accredited to undertake assessment on fire hydrant systems that include any or all of the following:
-

multiple pressure zone hydrant systems

-

combined sprinkler and hydrant systems.

Automatic fire detection and alarm systems
Level 2 - Advanced


No restriction on the scope of automatic fire detection and alarm systems.

Level 1 - Basic


Not accredited to undertake assessment on automatic fire detection and alarm systems that provide
multiple programmable outputs to control interfaces with any or all of the following:
1.

emergency warning and intercommunication systems (EWIS) and customised evacuation systems

2.

zoned fire suppression systems

3.

zone pressurisation systems

4.

purge systems

5.

smoke exhaust systems

6.

automatic air pressurisation systems

7.

associated ancillary equipment, such as dampers, fans and the like with respect to 3 to 6 above

8.

fire and smoke curtains (where required for mechanical air handling systems).

Note:
Automatic fire detection and alarm systems, controlling simple occupant warning systems, single-zone door
releases, fire monitoring etc. can be assessed under Level 1 - Basic accreditation.
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3. Applying for individual or multiple Fire Safety Measures
STEP 1:
Indicate if you are applying for either Restricted or Unrestricted fire safety assessment accreditation (to satisfy
the competent fire safety practitioner (CFSP) aspects of Part 9 Division 5 of the EP&A Regulation).
Pleasethe category of Fire Safety Assessment you are applying for.
Note: FSM refers to Fire Safety Measure.

Fire Safety Assessment Class

Category

Restricted

•

one or more nominated FSMs.

Unrestricted

•

for all FSMs.

STEP 2:
If applying for ‘Restricted’ refer to the tables over the page and tick
you are applying for.

the box or boxes to indicate the FSM

Please note that all applicants can also be assessed for Division 7 Miscellaneous fire safety offences.
Consider the number of supporting documents required (refer to Application Part 3 Experience page 12) which
is also listed for Division 7 Miscellaneous fire safety offences and each FSM.

Division 7 Miscellaneous fire safety offences
Supporting documents required

Fee $

Division 7 Miscellaneous fire safety offences
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relating to fire exits, Clause 186 Paths of travel to fire exits)
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10

$0.00

Group 1: Sprinklers, Hydrants, Hose Reels
Supporting documents required

Fee $

Level 2 - Automatic fire suppression systems - Advanced


All automatic fire suppression systems (sprinklers).

For this Level 2 FSM you are also required to undertake and select:




Level 1 - Automatic fire suppression systems - Basic
Level 2 - Fire hydrant systems - Advanced
Level 1 - Fire hydrant systems - Basic

10

$49.50

10

$71.50

10

$49.50

10

$99.00

Fire hose reels systems

10

$49.50

Wall-wetting sprinkler and drencher systems

4

$99.00

For this Level 2 FSM you are required to have available supporting documents that
demonstrate experience in advanced systems (Level 2), not basic systems (Level 1).

Level 1 - Automatic fire suppression systems - Basic


See restrictions on page 5.

Supporting documentation for this FSM is only required to be available for
basic systems (Level 1) when not applying for advanced systems (Level 2).
Level 2 - Fire hydrant systems - Advanced


All fire hydrant systems.

For this Level 2 FSM you are also required to undertake and select:




Level 1 - Fire hydrant systems - Basic
Level 2 - Automatic fire suppression systems - Advanced
Level 1 - Automatic fire suppression systems - Basic

For this Level 2 FSM you are required to provide supporting documents that
demonstrate experience in advanced systems (Level 2), not basic systems (Level 1).

Level 1 - Fire hydrant systems - Basic


See restrictions on page 6.

Supporting documentation for this FSM is only required for basic systems (Level
1) when not applying for advanced systems (Level 2).
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Group 2: Detection and Occupant Warning
Supporting documents required

Fee $

Level 2 - Automatic fire detection and alarm systems - Advanced


All automatic fire detection and alarm systems.

For this Level 2 FSM you are also required to undertake and select:

10

$49.50

10

$49.50

Emergency warning and intercommunication systems

10

$49.50

Fire alarm monitoring

6

$27.50

Smoke alarms and heat alarms

10

$27.50

Smoke detectors and heat detectors

4

$27.50



Level 1 - Automatic fire detection and alarm systems - Basic

For this Level 2 FSM you are required to provide supporting documents that
demonstrate experience in advanced systems (Level 2), not basic systems (Level 1).

Level 1 - Automatic fire detection and alarm systems - Basic


See restrictions on page 6.

Supporting documentation for this FSM is only required for basic systems (Level
1) when not applying for advanced systems (Level 2).

Group 3: Smoke Management
Supporting documents required
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Fee $

Fire dampers

10

$27.50

Mechanical air handling systems (e.g. pressurisation systems, zone smoke
control systems, smoke exhaust / purge systems)

10

$71.50

Smoke dampers

10

$27.50

Smoke and heat vents

10

$27.50
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Group 4: Passive Fire Protection
Supporting documents required

Fee $

Access panels, doors and hoppers to fire-resisting shafts

6

$27.50

Fire doors

10

$49.50

Fire seals protecting openings in fire-resisting components of the building

10

$27.50

Fire shutters

4

$27.50

Fire windows

4

$27.50

Lightweight construction

10

$27.50

Solid core doors

6

$27.50

Smoke doors

6

$27.50

Group 5: Exit Signs and Emergency Lights
Supporting documents required

Fee $

Emergency lighting

10

$49.50

Exit signs

10

$49.50

Group 6: Emergency Lifts
Supporting documents required
Emergency lifts
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6

Fee $
$27.50

Other Fire Safety Measures
Supporting documents required

Fee $

Automatic fail-safe devices

6

$49.50

Emergency planning

4

$27.50

Fire control centres and rooms

6

$27.50

Perimeter vehicle access for emergency vehicles

4

$27.50

Portable fire extinguishers

4

$27.50

Safety curtains in proscenium openings

2

$49.50

Standby power systems

2

$27.50

Warning and operational signs

6

$27.50

Note: Other FSM groups may be considered in the future.
Disclaimer:
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licensing, registration or accreditation established by relevant applicable legislation (state, territory and/or
federal) unless otherwise confirmed by relevant legislation.
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4. Experience
Experience requirement
To demonstrate your experience as a fire safety assessor, you will need the following:


Three (3) years practical experience on several buildings for each FSM applied for.

FSA Supporting Document Log
In lieu of providing supporting documents to demonstrate your experience, you need to identify in the FSA
Supporting Document Log the number of supporting documents listed in the tables on pages 7 to 11 for each
FSM you are applying for.
1.

The FSA supporting document log should now be downloaded here: URL link

2.

Complete and submit the FSA Supporting Document Log with your application.

3.

Your application will not allow you to progress through to being accredited until you have provided your
completed FSA Supporting Document Log.

Please be aware that you may be required to produce these documents as evidence of your experience as
audits will be undertaken by FPA Australia.
Submit your completed FSA Supporting Document Log with your application.
Supporting documents
The type of documents acceptable as evidence to support your experience are listed below:

P r e f e r r e d:

Documents as Evidence
A. Annual Fire Safety
Statements (AFSS)
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and/or
B. Yearly Condition Reports



All supporting documents shall be for the FSM you have assessed.



All supporting documentation shall be for separate buildings, and



At least 50% of the statements or reports must have been
undertaken within the last 5 years.

Note:
A single statement or report may be used for more than one FSM.
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Documents as Evidence
C. Alternative supporting
documentation

If you cannot provide the preferred supporting documents as identified
in A and B above, however you consider you can demonstrate the
required experience by other means, you can provide alternative
supporting documentation which may validate your application.

C o n s i d e r e d:

The relevance of the alternative documentation provided will be
assessed and compared to the knowledge, skills and experience
required for the FSA role, that is, to:


Identify the standard of performance to which FSMs are required
to operate and perform.



Assess (inspect and verify) that FSMs are operating and performing
as required.



Inspect exits and paths of travel to exit to ensure there is no
offence under Part 9 Division 7 of the EP&A Regulation (as
applicable).



Complete the competent fire safety practitioner aspects of the
approved Fire Safety Statement Form for annual or supplementary
fire safety statements.

From this assessment it may or may not be determined that your
alternative supporting documentation satisfies the required evidence
of experience.
Evidence could be drawn from documentation such as, but not limited
to:


building audit reports



system certification reports



other information that proves you have experience in the FSA role.

Resume
Please provide details of your work history and practical experience relevant to the accreditation you are applying
for by attaching your Resume that includes the following:


details of each employer and business name and contact details (where possible)



period of employment



your position/title



a detailed description of your role, responsibilities and work activities.

Make sure to clearly identify the work that is related to the accreditation you are applying for.
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5. Statutory Declaration
You must sign this Statutory Declaration as part of your application to declare that:


the fire safety measures in the supporting documents, that have been identified in the FSA Supporting
Document Log you have submitted, have all been assessed by you or assessed by you under supervision;



your experience is adequate for each fire safety measure included in your application.

Complete this section in the presence of a person who is authorised to witness a statutory declaration in New
South Wales (www.jp.nsw.gov.au).
Declaration
I,
Full name of applicant

of
Full residential address of applicant

declare that the fire safety measures included in my application in the supporting documents, that have
been identified in the FSA Supporting Document Log I have submitted, have all been assessed by me or by
me under the supervision of an accredited CFSP and I have adequate experience for each fire safety
measure included in my application.
I acknowledge that this declaration is true and correct and I make it in the belief that a person making a false
declaration is liable to the penalties of perjury.
Signed
Signature of applicant

Declared at

in the state of
Suburb in which declaration was signed

this

day of
Day of the month

Before me *

State in which declaration was signed

20
Month

Year

(Witness details)
Statutory Declaration
A witness must be a person
authorised under New South Wales
to witness the signing of a statutory
declaration.
State Acts require a person who
witnesses a declaration to legibly
write, type or stamp his or her name
and address below his or her own
signature.

Name, address and signature of witness.
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6. Qualifications

Qualification(s) or vocational trade
Please tick  and list in the table below any qualification(s) or statements of attainment you have
completed that you consider relevant to the fire safety assessment category of accreditation you are applying
for:

Qualification(s) or vocational trade (as evidenced by a current Occupational
Registration, Occupational Licence or Trade Craftsmen/Apprenticeship Certificate)
Statement(s) of attainment.

Note: Qualifications are not required for Transitional Accreditation.
Code no.

Page 15

Title of Qualification / Vocational Trade

© Fire Protection Association Australia

7. Proof of Identity

Proof of Identify:
You need to provide proof of your identity by submitting a copy of an original of one of the following:


Australian Drivers Licence (both sides)



Occupational or Trade Licence (that includes a photo)



Australian or other Passport.



Other photo identification as approved by FPA Australia.

Please make sure:


your name is the same on all of the documents you submit. If your name is different, you must provide a
change of name certificate



your documents are current, as expired documents are not accepted.

Colour passport photograph:
Please attach a current colour passport-size photograph (minimum size of 4 cm high x 3.5 cm wide)
printed on photographic paper in the box provided.
Alternatively, you can supply a digital image in .jpg or .tif format to fpas@fpaa.com.au as per the
requirements of passport photographs. The photograph should be no more than six months old; be
a close up of your head and top of shoulders; and be taken with a white or pale background.

This is a true photograph / digital image of the applicant as witnessed by:
Photo
Attach using tape or glue.
Do not staple through
photo.

Full Name of Witness: (Print)
Signature:

_________________________________

__________________________________

Date: ______ / ______ / _______________
Contact no: __________________________
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8. Insurance
Insurance compliance
Indicate how you meet the insurance requirements for the Fire Safety Assessment Accreditation category
under the Scheme:

I, as a sole trader personally hold the required level of insurance (insurance is in my name or
trading name)
OR
My insurance cover is provided by the business entity that employs or engages me as an
accredited individual (listed as the company name in Section 1).

Certificate of Currency
Attach your Certificates of Currency from your insurance provider (or your employer) for the
minimum insurance requirement of:
 $10 million for Public & Products Liability and
 $2 million (inclusive of defence costs) for any one claim for Professional Indemnity or
 $1 million (exclusive of defence costs) for any one claim for Professional Indemnity.

Professional Indemnity Insurance
You must ensure that your Professional Indemnity insurance covers all activities relevant to the class and category
of accreditation you are applying for and covers all past work as an accredited individual whilst accredited with
FPA Australia up to a maximum of 10 years. (Note: This is done by electing a Retroactive Date of ten years in
arrears or a Retroactive Date of Unlimited).
The Certificate(s) of Currency must include in the list of business activities, all activities in the class and category
of accreditation you are applying for.
You can read the details of what your Certificate of Currency needs to provide at:
www.fpaa.com.au/media/270386/insurance_coc.pdf
I have not yet purchased professional indemnity insurance and will do so before my
accreditation is finalised by FPA Australia.
You can send in your application before you purchase insurance.
However, FPA Australia will not issue accreditation until it receives your Certificate of Currency and you will not
be able to work as a competent fire safety practitioner until you receive your certificate of accreditation.
You must notify FPA Australia in writing within seven days of becoming aware of any change to your insurance
that is relevant to your accreditation (such as ceasing to hold insurance).
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9. Code of Professional Conduct
Fire Protection Association Australia’s Code of Professional Conduct (the Code) prescribes the principles,
standards of behaviour and service delivery requirements expected of accredited individuals under FPAS.
As part of this application you must complete the Code of Professional Conduct declaration on the next page,
stating that you have read and will abide by the requirements of the Code and accept any decision if it is
determined you have breached the Code.
The Code is located at www.fpaa.com.au/fpas/copc.
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10. Applicant Declaration

 In support of my application, I hereby declare that:



Please read and tick each box

1. the information contained in this application is true and correct.
2. I am aware of the penalties of perjury for making a false declaration, and where a false declaration is made, I
acknowledge that my accreditation may be cancelled.
3. I have adequate experience for each fire safety measure included in my application.
4. I agree to comply with the accreditation scheme requirements and other laws.
5. I acknowledge FPA Australia may contact any person or other entity, to verify information provided in this application.
6. I support and agree to comply with the principles, requirements and specified conditions as outlined in the Scheme and
acknowledge that from time to time additional changes to accreditation requirements may occur.
7. I understand that there will be a requirement to transition to Qualified Accreditation within four (4) years, once the
Qualified pathway is available.
8. I commit to comply with the National Construction Code of Australia and any other relevant standards, laws and
regulations and FPA Australia technical documents and guidelines related to the competent fire safety practitioner
function.
9. I confirm that I (or my employer) hold and will maintain the minimum insurance requirement of $10 million for Public &
Products Liability and $2 million for Professional Indemnity Insurance and that the level of insurance cover is adequate
for the services and activities I undertake in the fire protection industry.
10. I have read and agree to abide by FPA Australia’s Code of Professional Conduct that prescribes the principles, standards
of behaviour and service delivery requirements expected of accredited individuals.
11. I commit to maintain my skills by completing the required Continuing Professional Development (CPD) in accordance
with the Scheme.
12. I will keep all records relating to my fire safety assessment work activities for a minimum of 10 years.
13. I am not currently suspended from any other competent fire safety practitioner accreditation scheme.
14. I have not had my competent fire safety practitioner accreditation revoked by any other competent fire safety
accreditation scheme in the last five years.
15. I will comply with any ‘restriction’ specified for my accreditation.
16. I will not represent that I am able to do work requiring a competent fire safety practitioner that extends beyond the
competent fire safety function that I have been accredited for, with failure to do so resulting in suspension or
cancellation of my accreditation as is appropriate in the circumstances.
17. I will inform all relevant persons of any ‘restriction’ to my accreditation with failure to do so resulting in potential
suspension or cancellation of my accreditation (as appropriate in the circumstances).

Signature of Applicant:

Date:

Witness details:
Name: (Print)
Street:

Suburb:

State:
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11. Employer Declaration
Your employer needs to sign this declaration stating that you are an employee of the company listed on
application form. Please ensure that a Director or Director’s representative, of the Company that employs you
signs this declaration.

Company Name:
Director’s Name:

Title:
Must be a Director (or Director’s representative) of the above Company

Company ABN or ACN:

I declare that:
Full name of applicant

is the person making the application for Fire Safety Assessment accreditation under FPAS, and is
an employee of the aforementioned company in Section 1.

Signature:
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12. Accreditation Fee and Payment
The following fees apply to individual accreditation. Your application will be processed once you have paid the
application fee.
A once-off fee applies at initial application and is non-refundable. Prices include GST.
Fire Safety Assessment
Application Fee
(Once-off)

$907.50

Fee per FSM applied for:

There are four price levels depending on the FSM applied for.

Includes:
 One jurisdiction
 FSA Accreditation Awareness Session (mandatory)
 One written Fundamental Assessment.






$27.50
$49.50
$71.50
$99.00

Includes:
 One written FSM assessment.
Annual Accreditation Fee

$935
Includes:
 One year accreditation fee.
 Listing on the Accreditation Register.

Note:
This payment is not due until you have successfully completed a written assessment(s).

Other fees:
Additional Jurisdiction Fee
(capped at $400)

$110

Re-assessment Fee

$110 plus FSM fee applied to each written re-assessment.

Suspension of Accreditation

$110 Relates to a request for suspension by an accreditation holder.

Re-instatement of Accreditation $110
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Payment
EFT payment:

FPA Australia BSB: 033 083

Account No: 33-2932

Note: Please advise reference number, name, payment time, date and amount to:
accounts@fpaa.com.au
Credit card:

VISA

MasterCard
___________

___________

AMEX

Card Number:

___________

___________

Name on Card:

____________________________________________________________

Expiry Date:

______ / ______

Signature:

___________________________________

Amount: ___________

A tax invoice will be mailed to you with your FPAS Accreditation kit.

Once you have completed your application form, send it along with your payment and any certified documents to:
General Manager - Member & Industry Services.
Fire Protection Association Australia
PO Box 1049
Box Hill
Victoria 3128
OR
Scan your completed Application form and email it together with your photo (.jpg or .tif) to fpas@fpaa.com.au
Note: In order to keep your file size to a minimum, you should scan your application form in black and white
(apart from your digital photo that must be in colour).

Enquiries
If you have any questions or enquiries please contact Accreditation and Licensing on fpas@fpaa.com.au or 03 8892 3131.
For additional resources: www.fpaa.com.au/fpas
Privacy Policy
FPA Australia respects the privacy and personal information of its members. Personal and business information is collected by
the Association for the primary purpose of providing services to members and maintaining the membership and accreditation
registers. FPA Australia aims to manage and protect personal information in accordance with national privacy guidelines
recommended pursuant to the Privacy Act 1988 (Cth) or the most current version of this act, and the Australian Privacy
Principles. The Association’s Privacy Statement can be viewed online at www.fpaa.com.au/about/privacy-policy .
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Check List
Please use this Check List to confirm you have provided all of the necessary information.

Checklist
Section Have you . . . ?
1

Completed all your details and that of your employer?

2

Have you read the information provided in the Accreditation Categories section?

3

Indicated the FSMs you are applying for?

4

Provided the FSA Supporting Document Log demonstrating your experience?

5

Signed the Statutory Declaration for the statements and/or reports you have
submitted?

6

Listed any qualifications you have attained?

7

Provided copies of documents proving your identity?
Attached a current passport-size colour photograph and had it witnessed?

8

Confirmed that you hold appropriate insurance?
Attached a copy of your Certificate of Currency (or that of your employer)?

9

Read the Code of Professional Conduct?

10

Carefully read and ticked the applicant declaration items?
Has your signature been witnessed?

11

Had your employer sign the employer’s declaration?

12

Completed the payment section?
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Fire Protection Association Australia
Fire Protection Accreditation Scheme
Fire Protection Accreditation Scheme

NSW Competent Fire Safety Practitioner
Renewal Form
Transitional Accreditation for:
Fire Safety Assessment
(Part 9 Division 5 and 7 of NSW EP&A Regulation)
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6 December 2018

Fire Safety Assessment
Accreditation Renewal Form

Name

Accred. No.:

Address 1

Expiry date:

Address 2
Mobile:
Email (H):
Email (W):

To renew your Fire Safety Assessment Accreditation for the next 12 months, please complete this form and return it with
payment of the renewal fee and all required supporting documentation.
Scan and email all documents to: fpas@fpaa.com.au
OR
Post to: FPA Australia
Accreditation & Licensing
PO Box 1049
BOX HILL VIC 3128
For advice on renewing your accreditation, please contact FPA Australia, Licensing and Accreditation:
Phone:

03 8892 3131 or 1300 731 922

Email:

fpas@fpaa.com.au

1. Applicant Details
Only complete if details at top of page are incorrect or incomplete.
First name: ________________________________ Surname: _______________________________________
Mailing address: _____________________________________________________________________________
____________________________________________________________________________________________
Suburb: ___________________________________ State: ____________ Post Code: ___________________
Phone: ____________________________________ Mobile: ________________________________________
Email: _____________________________________________________________________________________
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2. Applicant Employment Details - Current Position
Position title: ______________________________________________ Start Date: ______/______/_______
Job Functions: ______________________________________________________________________________
__________________________________________________________________________________________
Principal activities of business: _________________________________________________________________

3. Fire Safety Assessment Category / EFSM Renewal
Your current accreditation categories:
Category Name:

FSM:

4. Code of Professional Conduct and Insurance Compliance
You are required to sign a declaration in relation to the Code of Professional Conduct and Insurance
Compliance as part of your accreditation renewal. Please read the requirements below and complete the
declaration at the end of this form.
Code of Professional Conduct
The Fire Protection Association Australia Code of Professional Conduct (the Code) prescribes the principles,
standards of behaviour and service delivery requirements expected of accredited individuals under the BPAD
Accreditation Scheme.
You must sign the Code of Professional Conduct declaration stating that you will abide by the requirements of
the Code and accept any decision if it is determined you have breached the Code.
The Code is located at: http://fpaa.com.au/fpas/copc.aspx
Insurance Compliance
FPAS Accredited Practitioners are required to provide evidence of public and products liability insurance
(minimum $10 Million) and professional indemnity insurance (minimum $2 Million per occurrence). A
Certificate of Currency issued by your insurance provider will meet this requirement.
You must sign the declaration stating that:


you personally hold the required level of insurance (insurance is in your name); OR



your insurance cover is provided by the business entity that employs/engages you.
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5. Summary of CPD Activity
CPD activities and their corresponding weighting (points per hour) are categorised as follows:
Category

Points per
hour

CPD Activity

1

Formal education and training, including distance education, where there is a formal assessment.

2.5

2

Short courses where a formal assessment may not be required.

1.5

3

Attendance at workshops, seminars and discussion groups and conferences where these are delivered
or facilitated by recognised individuals in the fire safety assessment field.

1.5

4

Learning activities in the workplace (non-income generating) that extend your knowledge and skills.

1

5

Private study of journals, texts etc (informal learning activities) which extends your knowledge and
skills in the fire safety assessment area and/or in the areas of business and management skills.

0.5

6

Voluntary service to the fire safety assessment profession.

1

7

The preparation and presentation of material for courses, conferences and seminars.

1

8

Any other structured activities not covered by 1 to 7 above that meet the CPD requirements of the
Scheme.

1

9

Attendance at a nominated FPA Australia professional development session if considered critical to
FPAS accredited fire safety assessors.

1

Note: To maintain accreditation, you must accrue a minimum of 20 CPD points in every 12-month period.
CPD requirements are detailed in the Scheme document at (http://www.fpaa.com.au/the Scheme).

6. Evidence Checklist

Check that you have completed every section on this form and attach the following:

□

□

Portfolio of evidence including:
o

CPD Logbook detailing CPD activities (available from the FPA Australia website).

o

Insurance policy or certificate of currency for public liability insurance–minimum of AUD $10 million.

o

Insurance policy or certificate of currency for professional indemnity insurance - minimum of AUD
$2 million that includes a list of business activities.

Recent passport style colour photograph (Optional)
o

□

If a photo is not provided the photo held on file by FPA Australia will be used for the new ID Card.

Payment of the accreditation renewal fees.
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7. Applicant Declaration
Please read and tick each box

 In support of my application, I hereby declare that:



Please read and tick each box

1.

the information contained in this application is true and correct.

2.

I am aware of the penalties of perjury for making a false declaration, and where a false declaration is made, I acknowledge that
my accreditation may be cancelled.

3.

I have adequate experience for each essential fire safety measure included in my application.

4. I agree to comply with the accreditation scheme requirements and other laws.
5.

I acknowledge FPA Australia may contact any person or other entity, to verify information provided in this application.

6.

I support and agree to comply with the principles, requirements and specified conditions as outlined in the Scheme and
acknowledge that from time to time additional changes to accreditation requirements may occur.

7.

I understand that there will be a requirement to transition to Qualified Accreditation within four (4) years, once the Qualified
pathway is available.

8.

I commit to comply with the National Construction Code of Australia and any other relevant standards, laws and regulations and
FPA Australia technical documents and guidelines related to the competent fire safety practitioner function.

9.

I confirm that I (or my employer) hold and will maintain the minimum insurance requirement of $10 million for Public & Products
Liability and $2 million for Professional Indemnity Insurance and that the level of insurance cover is adequate for the services
and activities I undertake in the fire protection industry.

10. I have read and agree to abide by FPA Australia’s Code of Professional Conduct that prescribes the principles, standards of
behaviour and service delivery requirements expected of accredited individuals.
11. I commit to maintain my skills by completing the required Continuing Professional Development (CPD) in accordance with the
Scheme.
12. I will keep all records relating to my fire safety assessment work activities for a minimum of 10 years.
13. I am not currently suspended from any other competent fire safety practitioner accreditation scheme.
14. I have not had my competent fire safety practitioner accreditation revoked by any other competent fire safety accreditation
scheme in the last five years.
15. I will comply with any ‘restriction’ specified for my accreditation.
16. I will not represent that I am able to do work requiring a competent fire safety practitioner that extends beyond the competent
fire safety function that I have been accredited for, with failure to do so resulting in suspension or cancellation of my
accreditation as is appropriate in the circumstances.
17. I will inform all relevant persons of any ‘restriction’ to my accreditation with failure to do so resulting in potential suspension or
cancellation of my accreditation (as appropriate in the circumstances).

Signature: __________________________________________________ Date: _______/_______/_______
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8. Payment Details



EFT Payment

FPA Australia - BSB No. 033 083 - Account No. 33 2932
Please use your accreditation number as your reference for EFT payment.



VISA





MasterCard

Amex

Card No. ___ ___ ___ ___ ___ ___ ___ ___ ___ ___ ___ ___ ___ ___ ___ ___ Exp Date ___ ___/ ___ ___
Amount Due:
Name on card ______________________________________ Signature __________________________________
Note: A tax receipt will be sent as confirmation of your application for renewal.
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