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National Board on Fire Service Professional Qualifications
_______________________________________

COMMITTEE ON ACCREDITATION

P.O. Box 690632, Quincy, MA 02269
Application for Extension of Accreditation
__________________________________________________________________________

Name of applying agency

The above named agency hereby makes application to have its accreditation extended to include a new standard or level of a standard or a change of Assessment Methodology for an existing accredited level. The applicant agrees to conform to the criteria established by the National Board on Fire Service Professional Qualifications (Pro Board) as administered by the Committee on Accreditation (COA).

In submitting this application for extension of accreditation, the undersigned attests to the accuracy of the information included with this application and further agrees that where statements of intent are provided, the intent will be fulfilled.
__________________________________________________________________________

Name and Title of Agency Director


_________________________________


_______________________


 
   Signature of Agency Director






Date

Forward one electronic copy of this form with supporting documents to fpiechota@theproboard.org; and send one paper copy of this form and supporting documents to:

Committee on Accreditation

P.O. Box 690632

Quincy, MA 02269
Improving life safety and fire protection through a national system of fire safety professional qualifications.
To review the Pro Board policy on Extension of Accreditation

(which may assist you in filling out this form)

Click here
1.
Contact Person:  List the name of the principal contact person to whom any follow-up correspondence should be directed.


Name: ____________________________________
Title: ____________________________


Address: ___________________________________________________________________


___________________________________________________________________________


Tel: __________________ Fax: __________________ E-Mail: _______________________

2.
Standards, Levels, and Editions:  List all standards, levels, and editions to which the agency desires to extend its accreditation.










	
NFPA Standard Number

	Level(s) of Standard
	Edition (year of standard)

	
	
	

	
	
	

	
	
	

	
	
	


Certification to the above requested levels will be conducted by:


___ Accredited Entity
___ Delegated Agency
___ Both

If the levels will be tested and certified by an agency to whom certification authority is delegated list those delegated agencies and the levels to which each is authorized to certify below:

Note: use the tab key while in the bottom right column to create more rows.

	Agency
	Levels

	
	


3. Test Development: Have the certification tests for the new levels been developed in the same manner as the other certification tests for standards to which the agency is currently accredited? (This includes: purchasing a test bank or in house test development, cut score determination, validity assessment, periodic test data review, skills testing where needed, etc.)  

_____ Yes

_____ No

If No is checked please explain the differences:

	Explanation: 


4.
Test Administration: Is the administration of the certification-testing program for the new levels the same as for the other certification tests for standards to which the agency is currently accredited? (This includes: announcements, test frequency, proctoring, re-test policy, security, record keeping, etc.)

_____ Yes

_____ No

If No is checked please explain the differences:

	Explanation:


5.
Test Methodology:  Will the agency utilize the Portfolio (more info) and/or Project (more info) methods of evaluation for the requested standards/levels?

_____
Yes
_____ No

If Yes is checked attach the Agency’s procedures for complying with Section VII and/or Section VIII of the NBFSPQ Operational Procedures
6.
Standard-to-Test Correlation Matrix:  A copy of the agency’s standard-to-test correlation matrix for the requested standard/level(s) must be attached to this request.  

7. 
Skills Evaluation Sheets: Skills evaluation sheets or other assessment tools for practical skills evaluation of the requested standard/level are not required but may be attached to this request for clarification at the entity’s discretion.

8.
Certification Implementation:  Does the entity comply with  Section IV Certification Implementation Procedures (more info) of the NBFSPQ Operational Procedures, (COA-5)in the same manner as it did for other levels? 


_____ Yes

_____No

If No is checked please explain the differences:

	Explanation:


9.
Prerequisite Requirements:   Does the entity comply with Section V Prerequisite Requirements and References in the NBFSPQ Operational Procedures, (COA-5)in the same manner as it did for other levels? 


_____ Yes

_____ No

If No is checked please explain the differences:

	Explanation:


10.
Extension of Accreditation Process:  


The Accredited Agency is required to submit to the COA for approval:

1. A completed Request for Extension of Accreditation ( COA 1.1)

2. A standard to test correlation matrix for each new level requested.

3. Any supplemental documents required by the Request for Extension of Accreditation ( COA 1.1) or for clarification at the entity’s discretion.

The COA does not usually require a site visit.

The COA reviews and either approves or rejects the request for Extension of Accreditation.

11. 
Extension of Accreditation for a Delegated  Agency:

The Delegated Agency shall submit to the Accredited Agency:

1. A completed Request for Extension of Accreditation ( COA 1.1)

2. A standard to test correlation matrix for each new level requested.

3. Any supplemental documents required by the Request for Extension of Accreditation ( COA 1.1) or for clarification at the entity’s discretion.

The Accredited Agency:

1. Must be accredited for the level(s) being requested by the Delegated Agency.

2. Shall review and either accept or reject the COA 1.1.

3. Will be held accountable for ensuring that the Delegated Agency adheres to all Pro Board policies and procedures.

4. Shall submit to the COA for approval:

a. a letter endorsing the request for Extension of Accreditation, 

b. a copy of the COA 1.1 and its required supplemental documents 

c. a copy of the site visit report, if it was conducted.

Extension of Accreditation Policy  (return to form)
Extension of accreditation is the required process by which an agency that is already accredited by the Pro Board requests to:

1. Extend its accreditation to include the ability to certify to additional standards and/or levels to which they are not currently accredited to certify.

2. Extend its accreditation to include the ability to certify using assessment methodology (such as project or portfolio) that they are not currently accredited to use.  

The process requires:

· The agency seeking extension to conduct a self-assessment of the test development and test administration processes of the levels for which the agency is seeking extension against the ProBoard’s criteria and the self assessment document (COA 3) that the agency submitted for its accreditation. 

· The agency to complete and submit the Request for Extension of Accreditation form based in that assessment.

· If the test development and administration is being conducted the same for the new levels as it is for previously accredited levels it will be affirmed on this form.

· If either the test development or administration is being conducted differently, it must be documented and explained on this form. This could include such things as switching to in-house test item development from purchased test banks, or initiating project based evaluations that were not previously approved.

· The agency to complete and submit the standard to test correlation matrix for each standard or level for which it is requesting extension of accreditation.

· The agency to submit any supplemental documentation required by their responses on the Request for Extension of Accreditation form.

· The agency to submit all of the above documentation to the Accreditation manager 30 days prior to the next COA meeting.

The COA will review the request for extension of accreditation at their next scheduled meeting and make a decision based on the information provided. Please ensure a complete explanation on the Request for Extension of Accreditation form if there are any areas of the certification process that are being conducted differently for the newly requested levels.

The Accreditation Manager will advise the agency shortly after the COA meeting at which their request is considered the decision of the COA.

 (return to form)
Extension of Accreditation to Delegated Authorities – continued on next page
Extension of Accreditation to Delegated Authorities (return to form)
Extension of accreditation to additional standards or levels that are to be certified by approved delegated agencies shall follow a similar process.  However, the accredited agency acts much like the COA as the receiver, reviewer and approver of the initial submission for extension by the delegated agency. 

The delegated agency shall follow the same process and submit the same documents outlined in the Extension of Accreditation section above to the accredited agency from whom their authority to certify is delegated. After review and approval of the delegated agency’s request by the accredited agency, the accredited agency shall submit the following to the COA:

1. A letter endorsing the request for Extension of Accreditation, 

2. A copy of the COA 1.1 and its required supplemental documents

3. A copy of the site visit report, if conducted by the accredited agency 

An accredited agency must be accredited for any level of certification that it delegates. An accredited agency may extend their accreditation to a level of certification for which they do not directly offer certification and delegate it if the following conditions are met:

1. The accredited agency has the ability to assess the testing of the level by a delegated agency against the ProBoard criteria.

2. A delegated agency meets the ProBoard criteria to certify to that level based on that assessment by the accredited agency.

3. The accredited agency requests and is granted extension to that level using the processes outlined above in Extension of Accreditation and Extension of Accreditation to Delegated Agencies. (return to form)
Project (return to form)
CERTIFICATION BY PROJECT-BASED ASSESSMENT

(Section VIII from the COA-5 Operational Procedures)

The project-based assessment (PBA) method of evaluating personnel for certification may be utilized to evaluate job performance requirements, requisite knowledge, requisite skills, and objectives of a standard. The instrument used to evaluate the certification candidate using the PBA method is known as a project.  

A PBA can be used to address single or multiple job performance requirement(s), which require a candidate to (for example) assess, compare, evaluate, argue, compose, develop, invent, or prepare a final product for evaluation. 

Projects are designed to measure performance by providing candidates scenarios or informational background data sets that inform the candidate’s perspective about the issues to which the candidate must prepare a response.

The scenarios are directly related to the job performance requirements or objectives being assessed.  Informational background data sets may consist of a variety of information including statistical data, case studies, response times, budgets, policies and procedures, role play situations, etc. Successful completion of the project results in the submission of the candidate’s response in a defined format that demonstrates the ability of the candidate to successfully complete the correlated job performance requirements or objectives.

The principal indication that you might want to use PBA is difficulty in effectively evaluating a certification candidate using the cognitive or psychomotor methodology. Typically PBA is utilized for the higher NFPA certification levels, e.g. Fire Officer III, IV, Fire Inspector III, or Fire Instructor III.

PBA is based on cognitive and affective skills where the candidate will demonstrate ability to define, assess, plan, implement and communicate a solution to a testing scenario with a final work product submittal for evaluation. 

Projects can be used to evaluate both cognitive and affective domains. The affective domain creates multiple “correct” responses within the project development process. Grading criteria must be developed that is broad enough to allow for multiple responses in the final project. 

The Committee on Accreditation (COA) provides Assessment Methodology Matrices to assist the agencies with identifying the testing processes that they will use for each JPR.  These forms which are specific to each standard and level of each standard are available on the Pro Board web site; www.the proboard.org. 

Agencies seeking accreditation, re-accreditation, or extensions to accreditation that desire to offer certification using the PBA method will be evaluated by the Committee on Accreditation based upon their ability to establish and maintain a credible and impartial evaluation using the procedures outlined in this self-assessment.

Note: There is more detailed information about this process in the ProBoard Operations Manual and in Part II of the ProBoard Self Assessment form.
 (return to form)
Portfolio  (return to form)
CERTIFICATIONS BY PORTFOLIO PROCESS

(Section VII from the COA-5 Operational Procedures)

The portfolio method of evaluating personnel for certification may be utilized to evaluate job performance requirements, requisite knowledge, requisite skills, and objectives of standards when other methods of evaluation are not applicable, or when the accredited agency identifies that the portfolio method is an appropriate method of evaluation on the standard-to-test correlation matrix.  The portfolio process is intended to measure the candidate’s accomplishments with respect to specific job performance requirements (JPR) or objectives within the various levels of certification that are part of the National Professional Qualifications System.

The portfolio method of evaluation shall not be confused with other processes used to identify or verify that a candidate has met a single job performance requirement or objective such as, letters of proof from a supervisor, certificates, transcripts, etc.

The Committee on Accreditation (COA) provides Standard to Test Matrix forms to assist the agencies with identifying the testing processes that they will use for each JPR.  These forms which are specific to each standard and level of each standard are available on the Pro Board web site; www.the Pro Board.org.

The Portfolio process is based on the evaluation of a candidate’s experience, training and education to ensure compliance with the job performance requirements or objectives of the appropriate standard.

Agencies seeking accreditation, re-accreditation, or extensions to accreditation that desire to offer certification using the portfolio process will be evaluated by the Committee on Accreditation based upon their ability to establish and maintain a credible and impartial evaluation using the procedures outlined in this self-assessment. 

Note: There is more detailed information about this process in the ProBoard Operations Manual and in Part II of the ProBoard Self Assessment form.
(return to form)
Certification Implementation (return to form)
CERTIFICATION IMPLEMENTATION PROCEDURES

(Section IV from the COA-5 Operational Procedures)

Upon being accredited to conduct certification to a standard or level of a standard, the accredited agency shall, within 12 months of accreditation approval, classify existing positions to establish equivalency with an appropriate level of the standard.  The objective of this initial classification process is to establish a baseline for the future progression of members who may have, through prior training and/or experience, achieved qualifications equivalent to the various levels of a standard.  Through this initial classification process the accredited agency shall determine how incumbents may seek higher levels of certification without the necessity of starting the certification process at the beginning.  In conjunction with this procedure, each accredited agency shall maintain a Prerequisite Requirement Policy in accordance with Section V Prerequisite Requirements and References of these Operational Procedures.

Note: The explanatory material provided below is based upon the experience and observation of the Committee on Accreditation and is provided to assist the applicant in the completion of this form. It should not be considered to be a formal Pro Board policy or procedure.

PA2 - Supplemental Information on Certification Implementation Procedure and Incumbent Eligibility Policy:

The Pro Board requires a policy to address incumbents when an agency seeks accreditation or extends accreditation to new levels. Incumbents are not eligible for accredited certification based on experience, training or time in service unless the agency is approved for the portfolio process for that level of certification.  However, the agency may allow incumbents to begin their accredited certification at a level based on those assessments. That is, a long time Chief Officer may start his certifications at Officer III rather than FF I based a consistently applied assessment of prior training and experience. The process must be uniformly available and the assessments performed equitably. 

Alternately, an agency may elect not to allow incumbents to begin their accredited certification at a level based on those assessments and require incumbents to be certified to all of the required lower levels before progressing. However, a policy must be in effect and be applied equally to all potential candidates. (return to form)
COA-1.1
2
Rev. 01-09

