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Mission Statement
· “Improving life safety for citizens and emergency personnel through a national system of professional qualifications”

Purpose Statement

· The purpose of the Pro Board is to establish an internationally recognized means of acknowledging professional competence in the fire services and related fields.
· The certification of uniform members of public fire departments, both career and volunteer, is the primary goal. However, other individuals and organizations with related interests may also be considered for participation.
· The accreditation process encourages reciprocity among accredited certifying agencies of the Pro Board
Core Values in Support of our Mission 

· We will determine with the advice of our accredited agencies what is in the best interest of improving the professional competence of our fire service constituency 

· We recognize that the credibility and trust of the Pro Board System is our stock in trade and therefore we will adhere to the following tenants:



- Provide competency verification of individuals and programs



- Include all interested and affected parties by invitation

- Judicially guard the high perceived value of the Pro Board by members of the fire service and accredited agencies

- Comply with the letter and spirit of statutory laws, rules and regulations and those of our Constitution, Bylaws, rules and regulations

· We will meet the needs of the fire/emergency system through our core values

· We will avoid real or perceived conflicts of interest in all business decisions including publishing, training, testing and standards making

Core Values in Financial Goals
· We will operate a financially self-supporting system with an ability to grow as necessary to react to changing needs

· We will operate the highest quality system at the lowest possible cost

· We will remain financially independent of any outside entity

· We will operate a not-for-profit tax exempt organization under section 501(c) (3) of the Internal Revenue Service
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Section I
GENERAL PROVISIONS

In accordance with Article VIII of the By-Laws of the National Board on Fire Service Professional Qualifications (Pro Board), the Committee on Accreditation (COA) shall function as an arm of the Board of Directors in granting accreditation to agencies that meet the Pro Board criteria.  The primary function of the Committee on Accreditation (COA) is to guide, assist, and evaluate those agencies wishing to join the National Professional Qualifications System.  Acceptance into the system, under the strict guidelines established by the Board of Directors of the National Board on Fire Service Professional Qualifications, allows an accredited agency to issue certifications in the National Professional Qualifications System.

A.  Eligibility Requirements

1.  The National Board on Fire Service Professional Qualifications (Pro Board) recommends that, whenever possible, certification within a state or province shall be administered through a single state or provincial agency.  In a state or province where a single unified agency is not in existence, or is unable or unwilling to provide certification in accordance with the policies of the Pro Board, the Committee on Accreditation may consider applications for accreditation from local agencies who can demonstrate that they are willing and able to conform to the policies of the Pro Board.

When an application is received from a local agency, the Committee on Accreditation shall notify the appropriate state or provincial agency and every effort shall be made to encourage a single-agency approach in each state and province.

2.  The Committee on Accreditation may accredit a national organization, whose constituency and activities extend, on a regular basis, beyond the boundaries of a single state or province, such as the military or national non-profit associations/organizations that certify fire service personnel.


3.  The Committee on Accreditation shall immediately notify the Board of Directors, in writing, when accreditation is granted to an applying agency.

4.  The Committee on Accreditation shall administer the National Professional 
 Qualifications System to allow maximum flexibility for applying agencies while meeting the policies of the National Board on Fire Service Professional Qualifications.

Section II

APPLICATION FOR ACCREDITATION

Acceptance as a certifying agency is a two-fold process under the National Professional Qualifications System.  First, the candidate agency must submit an application in the format required by the Committee on Accreditation, and shall provide evidence of compliance with all criteria outlined in the application document.  Second, a Committee on Accreditation site

inspection team shall visit the candidate agency and evaluate their testing and certification program.

A.
All requests for accreditation shall be made, in writing, to the Committee on Accreditation.  The first step in the application process is for the applying agency to complete the Application for Accreditation, COA-1 and the Accreditation Self-Study Document, COA-3 and submit with supporting documents to the Committee on Accreditation.  The candidate agency shall state whether the application is being submitted for accreditation as a state, provincial, local, or national authority, and document all appropriate laws and agreements.  The agency shall provide an organizational chart and list the agency’s purpose and any other claims for eligibility.

B.  The Committee on Accreditation shall exam the Application for Accreditation, COA-1, the Accreditation Self-Study Document, COA-3, and supporting documents to ensure that the applicant meets, in full, the criteria required for an Accredited Agency.

C.  A site-visit shall be conducted at a time mutually satisfactory to both the applicant and the Committee on Accreditation, but preferably during a testing session.  The Committee on Accreditation Chairperson shall appoint a minimum of two members to perform the inspection.  The site-visit team will be the contact for all information between the applicant and the Committee on Accreditation.

Section III
ACCREDITATION CRITERIA
Agencies applying for accreditation shall be required to document and demonstrate, to the Committee on Accreditation, that the following criteria are diligently maintained.  When an accredited agency changes their test development procedures, or purchases tests, test questions, or test banks from a person or agency that is different from the agency that was used during the last accreditation site visit, the accredited agency shall immediately notify the Committee on Accreditation, in writing, identifying the specific changes and submit a new standard-to-test correlation matrix for each changed test bank in accordance with Criteria G.  The Committee on Accreditation will determine whether a more in-depth review is required.
Criteria A

The agency must ensure that the certification procedures are not discriminatory and that fairness and equity are paramount throughout the certification process.

Criteria B

The certification process must be available equally to all persons served by the agency applying for accreditation.

Criteria C

Procedures must be in place to ensure that the agency addresses the status of persons who have served in a rank or position that will become part of the certification process.  A policy for determining certification eligibility for all persons, incumbent and new, shall be maintained.
Criteria D

Adequate notices of all examinations and tests must be provided to all interested parties.

Criteria E

Procedures must be in place to ensure that the agency is responsive to the views and opinions of groups affected by the adoption of a certification 





program such as volunteer groups, labor organizations, Fire Chiefs’ Associations, etc.

Criteria F

Certification testing must be conducted at reasonable intervals and at appropriate times and locations.

Criteria G

Policies must be in place to ensure that NFPA Fire Service Professional Qualifications Standards, or other standards approved by the American National Standards Institute (ANSI) and by the National Board on Fire Service Professional Qualifications, are the basis upon which certification testing is conducted.  The standards must be tested sufficiently and with appropriate test methodology to ensure complete compliance with the standard.  The standards must be widely available for those desiring to be tested.


Criteria H

The agency must maintain records of the results of testing for all certification candidates.


Criteria I

The agency’s facilities and equipment must be adequate for the testing of the entire standard.


Criteria J

Procedures must be in place that ensures adequate supervision to maintain a safe environment during certification testing.


Criteria K

Cognitive tests must be proctored by qualified persons.  Skills tests must be evaluated by agency qualified examiners and evaluators who are not involved in training of the skills that they are responsible for evaluating.


Criteria L

Procedures must be in place to ensure complete impartiality and confidentiality regarding certification tests and the results of individual test performance.


Criteria M

Testing procedures must uniformly and consistently measure the performance of candidates for certification in relation to those skills, abilities and knowledge consistent with the requirements of the discipline being tested and each job performance requirement, requisite knowledge, requisite skill, and objective of the applicable professional standard.

Section IV

CERTIFICATION IMPLEMENTATION PROCEDURES
Upon being accredited to conduct certification to 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.
Section V

PREREQUISITE REQUIREMENTS AND REFERENCES
Many Standards and Levels used for certification contain prerequisite requirements or list references to be utilized in the certification process.  When a standard or level contains prerequisite requirements that state, “the candidate shall be a certified…” the candidate shall produce a certificate from an accredited agency to support the prerequisite requirement.  When a standard or level contains prerequisite requirements that state, “the candidate shall meet the requirements of…” the candidate shall produce a transcript or other evidence, which is acceptable to the accredited agency, to document that all prerequisite requirements have been met.
It is acceptable for a testing agency to include test questions from a required prerequisite standard or level in the test for which the candidate is being certified as long as there are a sufficient number of questions from the prerequisite standard or level to ensure competency for that standard or level.  For example, a candidate for Fire Fighter I does not have to be certified at the NFPA 472, First Responder Awareness Level when the test for Fire Fighter I contains an adequate number of questions from NFPA 472, First Responder Awareness Level to adequately evaluate the candidate’s competency for that level.

Each accredited agency shall maintain a “Prerequisite Requirement Policy” that (1) determines whether incumbent personnel have met the job performance requirements, requisite knowledge, requisite skills, and objectives for the certification level that they currently occupy and are candidates for certification to the next level; and, (2) ensures that all candidates for certification have met all prerequisite requirements either through certification from an accredited agency or by meeting the agency’s policy as prescribed in (1) above.  The agency’s policy for determining how candidates meet certification prerequisite requirements shall be part of the accreditation criteria and must be submitted with the Accreditation Self-Study Document, COA-3.
“PREREQUISITE REQUIREMENT POLICY” SAMPLE NO. 1:  
(Name of the accredited agency) will only allow personnel to advance to the next level of certification when proof of certification for prerequisite requirements acceptable to (name of the accredited agency) is produced.
“PREREQUISITE REQUIREMENT POLICY” SAMPLE NO. 2:

(Name of the accredited agency) will allow personnel to advance to the next level of certification when it is deemed that the individuals have met the prerequisite requirements through prior certification or experience and training.  (Acceptable prior experience and training must be 
identified by the accredited agency, in advance, by outlining such criteria as time-in-position, acceptable educational and training programs, local certifications, etc.) 

Section VI

PROTECTION OF EXISTING POSITIONS
The National Professional Qualifications System shall not be used to render invalid any rank, qualification, or appointment acquired prior to the adoption of any standard.  When a level of certification is discontinued or eliminated in a recognized standard, those persons certified to the level that is eliminated shall not be made to revert to a lower level of certification, but shall be allowed to progress to the next level of the new standard.

Section VII

CERTIFICATIONS BY PORTFOLIO PROCESS
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) will maintain a list that identifies the COA’s preferred method for testing or evaluating each job performance requirement, requisite knowledge, requisite skill, and objective.  This list of preferred methods of evaluation is a non-binding part of the Pro Board’s Assessment Methodology Matrix form that also serves as a guide for accredited agencies to show whether a job performance requirement, requisite knowledge, requisite skill, or objective is best measured by a cognitive, skill, or portfolio method of evaluation.  This guide is available as a resource for agencies to consult.  Methods other than those listed as preferred are permissible if an agency can demonstrate the validity of the process.
The Portfolio process is generally 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 by 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 following procedures.


Evaluation Audit Team – 

· Describe the method used to select members of the Evaluation Audit Team.

· Describe how the agency will ensure that members of the Evaluation Audit Team are 
aware of the conflict of interest issues that can arise during the evaluation process and how the agency prevents conflict of interest issues.
· Describe the eligibility and expertise criteria for selecting members of the Evaluation Audit Team.

· Describe how the agency will train and prepare the Evaluation Audit Team members for fair and consistent evaluations.

· Describe the agency’s plan for assigning an “advocate” for the candidates.


Predetermined Credentials –

· Describe the items (educational courses, certificates, credentials, documents, etc.) that the agency deems comparable to the specific job performance requirement, requisite knowledge, requisite skills, or objectives to be measured through the portfolio process.

· Describe how the agency will authenticate the items deemed comparable to the job performance requirements, requisite knowledge, requisite skills and objectives.

· Describe the process of authenticating predetermined credentials.

· Describe the process for considering or evaluating, educational courses, certificates, credentials and documents that are not on the predetermined credential list.


Evaluation Methods –

· Describe the set of instructions provided to the candidates when the portfolio process is utilized.

· Describe the process for evaluating those acceptable, or required, educational courses, certificates, credentials and documents that accurately measure compliance with a specific job performance requirement, requisite knowledge, requisite skill or objective.

· Describe the agency’s “pass/fail” policy or other “grading” policy.

· Describe how the agency will set a “passing grade” when utilizing the portfolio processes.

· Describe the agency’s Appeals Process when candidates are denied certification through the portfolio process.


Security –

· Agencies that “delegate authority” to another agency to perform portfolio methods of evaluation shall ensure that the above requirements are maintained at all times.

· Describe the measures taken to minimize the potential for fraud when utilizing the portfolio processes.

· Describe the process that the agency will use to reconsider incorrectly awarded credit resulting from a mistake or fraud.

Section VIII
CERTIFICATION BY PROJECT PROCESS

The project method of evaluating personnel for certification may be utilized to evaluate job performance requirements, requisite knowledge, requisite skills, and objectives of standards.  The project process is intended to measure the candidate’s performance 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.  Projects are designed to measure performance by providing a candidate a scenario to which to respond.  The scenarios are directly related to the job performance requirements or objectives being assessed.  Successful completion of the project results in the demonstration of the job performance requirements or objectives.
The project 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 project method is best used when demonstration of proficiency is difficult to assess using traditional written tests or practical skills evaluations such as the case for the upper level of Fire Officer.  

The Committee on Accreditation (COA) has developed an Assessment Methodology Matrix form for each approved standard/level for use by agencies when desired.  The COA will maintain a list that identifies the COA’s preferred methods for testing or evaluating each job performance requirement, requisite knowledge, requisite skill, and objective.  This list of non-binding preferred methods of evaluation is part of the Pro Board’s Assessment Methodology Matrix form that also serves as a guide for accredited agencies to show whether a job performance requirement, requisite knowledge, requisite skill, or objective is best measured by a cognitive, skill, or other method of evaluation.  This guide is available as a resource for agencies to consult.  Methods other than those listed as preferred are permissible if an agency can demonstrate the validity of the process.

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

Project Development:

· Describe the processes used to develop the projects to meet the applicable job performance requirements or objectives of the appropriate standard.

· Identify the persons assigned to develop the projects.

· Define whether projects will be individual or team based.


Evaluation Method – 

· Describe the process for evaluating assigned projects that accurately measure compliance with a specific job performance requirement, requisite knowledge, requisite skill or objective.  For example; a prepared checklist of required evaluation points.  Projects may be evaluated by the Instructor when the project was not developed by the Instructor.  When the project is developed by the Instructor another qualified person must conduct the evaluation.

· Describe the procedures for grading and evaluating individuals when the project is conducted as a team effort.

· Describe how the agency will set a “passing grade” when utilizing the project process.

· Describe the agency’s Appeals Process when candidates are denied certification through the project process.


Security –

· Agencies that “delegate authority” to another agency to perform project methods of evaluation shall ensure that the above requirements are maintained at all times.

· Describe the measures taken to minimize the potential for fraud when utilizing the project processes.

· Describe the process that the agency will use to reconsider incorrectly awarded credit resulting from a mistake or fraud.

The Committee on Accreditation (COA) will evaluate all of the above elements during the review of the Self-Study documents.  Inspection of some of the above elements will be required during a site visit.
Section IX

DELEGATION OF AUTHORITY
Accredited agencies may, with the approval of the Committee on Accreditation, delegate or hand-off any or all of their certification authority to other agencies, such as community colleges, technical schools, fire training academies, etc.  The right to delegate or hand-off is only available 
for those standards or levels for which the accredited agency has been approved and accredited.  It is not necessary for the accredited agency to also test to the delegated standard or level.

The accredited agency (primary agency) shall be held accountable to ensure that the delegated agency (secondary agency) performs all testing and certification in full compliance with the National Board on Fire Service Professional Qualifications criteria.  To obtain approval to delegate or hand-off certification authority, the accredited agency shall execute and submit an 

Application for Delegation of Authority, COA-4 form to the Committee on Accreditation.  The Committee on Accreditation shall periodically conduct site-visits to those locations where testing has been delegated or handed-off.  These site-visits shall be conducted by one member of the Committee on Accreditation and one representative from the primary agency.

A.  To obtain approval to delegate or hand-off certification authority, the accredited agency shall meet the following guidelines.

1.
The delegated agency (secondary agency) desiring to conduct independent certification shall submit a written request for delegation of authority to the accredited agency (primary agency) under whose authority they intend to operate. 

2.
The primary agency shall provide an Application for Delegation of Authority, COA-4, an Accreditation Self-Study Document, COA-3, and a copy of the Pro Board’s Operational Procedures, COA-5 to the secondary agency.

3.
The secondary agency shall complete the Application for Delegation of Authority, COA-4 and Accreditation Self-Study Document, COA-3 and submit three copies of each form to the primary agency along with all supporting documentation.  This packet must illustrate how the secondary agency will meet the Pro Board’s Operational Procedures and Criteria.

4.
The primary agency shall review the document for completeness and visit the secondary agency and review the documentation with the secondary agency’s program coordinator.

5.
The visitation team shall submit a report to the primary agency recommending approval or disapproval of the delegation of authority.

6.
If after reviewing the site visitation’s report, the primary agency is receptive to the delegation of authority, the primary agency shall request approval from the Committee on Accreditation.  The following materials shall be submitted as part of the request packet:

* Application for Delegation of Authority, COA-4
* Accreditation Self-Study Document, COA-3 (completed by the secondary agency)

* Supporting Documents

* Letter from the primary agency supporting the delegation of authority.

B. Upon approval from the Committee on Accreditation, delegation of authority will be granted to the primary agency.  All secondary agencies are subject to periodic site-visits by the primary agency and/or the Committee on Accreditation, but site-visits shall be conducted at least every five (5) years.  An updated Accreditation Self-Study Document, COA-3 shall be executed by the secondary agency, and forwarded to the primary agency, prior to each 5-year re-accreditation evaluation for review by the Pro Board site visit team.

C.
When an accredited agency is granted delegation of authority, the secondary agency shall meet all Pro Board criteria and be responsible to the primary agency.

Section X

NATIONAL REGISTRATION AND CERTIFICATION
The National Board on Fire Service Professional Qualifications (Pro Board) will, upon proper notice by an accredited agency, and by payment of the prescribed fee by either the accredited agency or the certified person(s), place the name(s) of the certified person(s) on the National 
Register of Certified Fire Service Professionals.  Any person who is successfully tested by an accredited agency to a standard, for which the agency is accredited, is eligible for a National Certificate upon submission of the Application for National Registration and National Certification, COA-7 and payment of the prescribed fee.  All persons receiving a National Certificate are automatically placed on the National Register of Certified Fire Service Professionals.

Each accredited agency shall ensure that the Pro Board Certification Coordinator has a current listing of the person(s) authorized by the agency to approve and sign the Application for National 
Registration and National Certification, COA-7.  Approved signatures should be submitted by the accredited agency on the Pro Board Certificate and National Registry Signature Form, COA-8. 

The “Edition Date” of the standard to which candidates are certified will be placed on the Pro Board’s certificates and entered in the National Registry.  “Expiration Dates” may be placed on the Pro Board’s certificates when this information is provided by the accredited agency.  “Expiration Dates” will not be placed in the National Registry and names will not be removed from the National Registry for reasons other than fraud.

Section XI

STATEMENTS AND LOGOS
Statements and logos of the National Board on Fire Service Professional Qualifications, National Professional Qualifications System, Pro Board, and the Committee on Accreditation, are registered and may be used only under the authority granted by the National Board on Fire Service Professional Qualifications.  Accredited agencies that obtain Pro Board certification for all eligible individuals may use the PRO BOARD logo on the agency’s certificate.  Authorization for use of the PRO BOARD logo on certificates must be requested, in writing, to the Board of Directors of the National Board on Fire Service Professional Qualifications.

Accredited agencies may use the PRO BOARD logo for marketing purposes in brochures, websites, news releases, magazine articles, etc., within the jurisdiction of the accredited agency.

Section XI
I
FEES AND CERTIFICATE DISTRIBUTION PLANS
The Board of Directors of the National Board on Fire Service Professional Qualifications will establish and administer fees to maintain a fiscally self-supporting program.  The applicant shall 

pay all site visit costs prior to the issuance of accreditation, unless waived by the Board of 

Directors.  The submission of an application indicates the agency’s agreement to meet specific costs incurred, generally limited to travel, lodging, and per diem, for two site-visit evaluators.

To ensure that all accredited agencies support the operations of the National Professional Qualifications System, each accredited agency shall establish a certificate marketing and distribution plan by selecting one of the following certification distribution methods:

A.
The accredited agency will enroll all eligible certification candidates in the Pro Board’s National Registry by placing the Pro Board Logo and a unique identification number on the agency’s certificate for a fee of $6.50 per certificate.  The agency will provide the names and unique identification numbers to the Pro Board for entry in the National Registry.

B.
The accredited agency will submit bulk certificate applications (10 or more) to the Pro Board at a fee of $10.00 per certificate.  The Pro Board will print and distribute individual certificates and enter candidates’ names in the Pro Board’s National Registry.

C.
The accredited agency will market Pro Board certificates to certified personnel at a fee of $15.00 per certificate by ensuring that each candidate certified by the agency is issued an Application for National Registration and National Certification, COA-7.  The Pro Board will print and distribute individual certificates and enter candidates’ names in the Pro Board’s National Registry.

Duplicate and replacement certificates requested by individuals currently entered into the National Registry will be issued upon request at a fee of $15.00 per certificate.

The annual membership fee for supporting the Pro Board accreditation activities is $2000.00 per agency, per fiscal year (July 1 – June 30).  This annual membership fee is waived for any agency that produces a minimum of $2000.00 in certificates using one of the aforementioned plans.  Any agency that does not produce a minimum of $2000.00 in a fiscal year will be invoiced for the difference between $2000.00 and the total revenue obtained through the agency in that fiscal year.
Section XIII
STANDARD REVISION IMPLEMENTATION PROCEDURES
When approved professional qualification standards are revised, accredited agencies shall convert to the revised document within twenty-four months from the effective distribution date of the revised standard.  A plan for implementing a revised document, including an illustration of time frames, shall be submitted to the Committee on Accreditation within twelve months after the effective distribution date of the revised document.

Section XIV
RE-CERTIFICATION
Each accredited agency shall establish a re-certification policy.  The agency may choose to place a time limitation on their certificates or may choose not to have a certification expiration date.  The agency shall advise the Committee on Accreditation, in writing, of their decision.

The Pro Board certificates will contain the date of issuance and the edition of the standard for which the individual is certified.  The Pro Board certificates will not contain a time limitation.

Section XV

ANNUAL RE-ACCREDITATION
The Committee on Accreditation shall review each accredited agency annually for the purpose of re-accreditation.  Annual reviews shall include verification of standards, levels, and editions of standards used by the agency; number of certificates issued by the agency during the previous year; and, any other information or data required by the Committee on Accreditation.  The 

Committee on Accreditation shall ensure that an Application for Annual Re-accreditation, COA-2 is executed prior to March 1st of each year for all accredited agencies.

On-site review of accredited programs shall take place at intervals deemed appropriate by the Committee on Accreditation, but in no case shall a re-accreditation site-visit exceed five (5) years.  Prior to conducting any re-accreditation site-visit, the Committee on Accreditation shall ensure that the accredited agency submits an Application for Accreditation, COA-1 and an Accreditation Self-Study Document, COA-3 with supporting documents for review by all COA members.

Section XVI

WITHDRAWAL OF ACCREDITATION
The Committee on Accreditation may withdraw accreditation of any or all standards or delegation of authority from an agency for failure to comply with these Operational Procedures or any other policies adopted by the National Board on Fire Service Professional Qualifications.  The Committee on Accreditation shall provide 60 days notice to an accredited agency when accreditation is to be withdrawn.  Any agency desiring to withdraw their accreditation from the 
National Professional Qualifications System shall do so, in writing, to the Committee on Accreditation.

Section XVII
APPEALS PROCEDURE
An agency having its accreditation withdrawn, or its application denied, may appeal such action by using the following guidelines.
A.
An accredited agency having its accreditation withdrawn or an applicant being denied accreditation, may within 30 days of such notification, request a hearing before the 
 Committee on Accreditation.  Such hearings shall be conducted within 60 days of the 


accredited agency’s request.  The withdrawal or denial shall be held in abeyance until the 

Committee on Accreditation hears the appeal and issues an opinion.  Accredited agencies 

may continue to award certifications during the abeyance period.
B. If an agency’s appeal fails at the Committee on Accreditation level, the affected agency may appeal to the Board of Directors within 30 days of such notification.  Upon such request, the Board of Directors shall appoint a three member Appeals Committee and a hearing shall be 

conducted within 60 days of the request.  The withdrawal or denial shall be held in abeyance while the Appeals Committee hears the appeal and issues an opinion. Accredited agencies may continue to award certifications during the abeyance period.

C.
The Board
of Directors of the National Board on Fire Service Professional Qualifications will provide written notice of the final action to the affected agency.  If withdrawal or denial is upheld, all certification activity representing the National Board on Fire Service Professional Qualifications must cease immediately.

Section XVI
II
COMPLAINTS
The Committee on Accreditation will review all complaints against the system to determine if the complaint is an internal matter within an accredited agency or a complaint against accreditation policies.   Complaints against training curriculum, instructors, facilities management and other non-accreditation criteria should be forwarded to the agency in question with no further action by the Committee on Accreditation.  The Committee on Accreditation shall investigate complaints regarding tests, testing procedures and evaluation processes, evaluators and proctors, and other accreditation criteria.  The Board of Directors shall be notified by the Committee on Accreditation of all complaints against accredited agencies and the disposition of each complaint in writing.

Section XIX

COMMITTEE ON ACCREDITATION POLICY OPINIONS
COA Policy Opinion Number 01-00, approved June 1, 2000:
The following is a Committee on Accreditation Opinion regarding the retention of records by accredited agencies.

The Committee on Accreditation recommends that all accredited agencies keep copies of tests created for examinations for a period of five (5) years, and that records of certification candidate scores be kept in perpetuity.

COA Policy Opinion Number 01-02, approved March 25, 2002:
The following is a Committee on Accreditation Opinion regarding the testing and certifying of candidates for compliance with NFPA 1081, Standard for Industrial Fire Brigade Member Professional Qualifications, 2001 Edition.
All agencies accredited by the NBFSPQ desiring to certify personnel for Incipient Industrial Fire Brigade Member, Advanced Exterior Industrial Fire Brigade Member, Interior Structural Industrial Fire Brigade Member, and Industrial Fire Brigade Leader shall test candidates to both 
the core set of job performance requirements as well as the listed site-specific requirements for
each defined level of NFPA 1081, Standard for Industrial Fire Brigade Member Professional Qualifications, 2001 Edition.
COA Policy Opinion Number 01-03, approved April 2, 2003:
The following is a Committee on Accreditation Opinion regarding the issuance of certificates for NFPA 1521, Standard for Fire Department Safety Officer, 2002 Edition.

NFPA 1521, Standard for Fire Department Safety Officer, 2002 Edition is not listed as a professional qualification standard by the National Fire Protection Association, but is accepted by the National Board on Fire Service Professional Qualifications as a standard for which accredited agencies may use for national registry and certification.  NFPA 1521 defines two levels of performance standards – Functions of the Health and Safety Officer and Functions of 
the Incident Safety Officer.  Sections 4-2.1 and 4-4.1 of the Standard clearly state that candidates for both levels shall (1) be a fire department officer and (2) meet the requirements for Fire Officer Level I as specified in NFPA 1021, Standard for Fire Officer Professional Qualifications.  In addition, Chapter 6 of NFPA 1521, Functions of the Incident Safety Officer, list specific requirements for the Incident Safety Officer during (a) fire suppression operations, (b) emergency medical service operations, (c) hazardous materials operations, and (d) special operations.  

Therefore, it is the opinion of the Committee on Accreditation that accredited agencies may, upon approval of the COA, choose to certify individuals who meet the prerequisite requirements to any or all of the following levels:

1. Health and Safety Officer

All candidates shall be, (a) a fire department officer, and (b) meet the requirements for Fire
Officer Level I as specified in NFPA 1021, Standard for Fire Officer Professional   Qualifications, 2002 Edition.
2.
Incident Safety Officer
All candidates shall be, (a) a fire department officer, (b) meet the requirements for Fire Officer Level I as specified in NFPA 1021, Standard for Fire Officer Professional Qualifications, and (c) meet all requirements of Chapter 6 of NFPA 1521, Standard for Fire Department Safety Officer, 2002 Edition.
3.
Incident Safety Officer, Fire Suppression
All candidates shall be, (a) a fire department officer, (b) meet the requirements for Fire Officer Level I as specified in NFPA 1021, Standard for Fire Officer Professional Qualifications, and (c) meet the requirements of Section 6-3 of NFPA 1521, Standard for Fire Department Safety Officer, 2002 Edition.
4.
Incident Safety Officer, Emergency Medical Service Operations
All candidates shall be, (a) a fire department officer, (b) meet the requirements for Fire Officer Level I as specified in NFPA 1021, Standard for Fire Officer Professional 
Qualifications, and (c) meet the requirements of Section 6-4 of NFPA 1521, Standard for Fire Department Safety Officer, 2002 Edition.

5.
Incident Safety Officer, Hazardous Materials Operations
All candidates shall be, (a) a fire department officer, (b) meet the requirements for Fire Officer Level I as specified in NFPA 1021, Standard for Fire Officer Professional Qualifications, and (c) meet the requirements of Section 6-5 of NFPA 1521, Standard for Fire Department Safety Officer, 2002 Edition.
6.
Incident Safety Officer, Special Operations
All candidates shall be, (a) a fire department officer, (b) meet the requirements for Fire Officer Level I as specified in NFPA 1021, Standard for Fire Officer Professional Qualifications, and (c) meet the requirements of Section 6-6 of NFPA 1521, Standard for Fire Department Safety Officer, 2002 Edition.
COA Policy Opinion Number 02-03, approved April 2, 2003:

The following is a Committee on Accreditation Opinion regarding the issuance of certificates for NFPA 1521, Standard for Fire Department Safety Officer, 2002 Edition.

The Committee on Accreditation has interpreted ‘fire department officer’ as stated in NFPA 1521, Standard for Fire Department Safety Officer, 2002 Edition, to mean “an active member of 
a fire department, either career or volunteer, who is designated by the fire chief to perform the role of an ‘officer’.”
COA Policy Opinion Number 03-03, approved July 16, 2003:

The following is a Committee on Accreditation Opinion regarding the prerequisite requirements for Incident Safety Officer, Hazardous Materials Operations level for NFPA 1521, Standard for Fire Department Safety Officer, 2002 Edition.
The Committee on Accreditation has interpreted the Annex Statement in Section A.6.5.2, of NFPA 1521, Standard for Fire Department Safety Officer, 2002 Edition, as being the prerequisite requirement established by the Technical Committee on Fire Service Occupational Safety.  Therefore, the Committee on Accreditation has approved the following statement.  “Due to the knowledge and expertise required at a hazardous material incident, the Incident Safety Officer needs to have an understanding of these operations by meeting the requirements of the Hazardous Materials Technician level of NFPA 472, Standard for Professional Competence of Responders to Hazardous Materials Incidents” 
GLOSSARY OF TERMS

Accreditation
Acknowledgment recommended by the Committee on Accreditation and granted by the Board of Directors of the National Board on Fire Service Professional Qualifications, that the procedures of an eligible agency meet the objectives of the criteria for accreditation.

Accredited Agency
An agency accredited by the Committee on Accreditation to conduct certification under the National Professional Qualifications System.

Agency Advisory Committee

A group of individuals selected by an agency to oversee or provide recommendations and advise on policies and procedures for certification.  Same as the Oversight Committee.
Agency
A body having the authority to certify personnel to national standards.

Assessment Methodology Matrix

A form provided by the Pro Board that, when filled out by an agency, fulfills the requirement of the standard-to-test correlation matrix.

Audit Team

A person or persons qualified by an agency to evaluate portfolio or project processes for compliance with a standard or portion of a standard.
Certification
The issuance of a certificate to acknowledge that an individual has acquired the skills and knowledge necessary to meet a particular standard of professional competency for fire service personnel.

Committee on Accreditation (COA)
The Committee on Accreditation (COA) is responsible for the day-to-day operations of the National Professional Qualification System.  The COA shall review applications for accreditation and accreditation self-study documents; conduct initial and 5-year site visit evaluations; approve or deny request for accreditation; and, ensure compliance with the operating procedures of the National Board on Fire Service Professional Qualifications.   The Advisory Committee shall elect three members to the COA and the Board of Directors shall appoint the remaining members.  Members representing the Advisory Committee shall be elected in alternating years for three-year terms and they may be elected to successive terms.  Members serving at the pleasure of the Board of Directors shall be reappointed annually.  With the 
exception of the Accreditation Manager, who serves as the Chair of the COA, persons serving on the COA do not receive compensation for their participation, but are reimbursed for their expenses.  The COA shall meet at least quarterly and have two-thirds members present for a quorum.

Fire Service Personnel
Members of a Federal, State, or Local fire protection agency.

National Board on Fire Service Professional Qualifications (Pro Board)
A non-profit corporation formed to continue the National Professional Qualifications System for the fire service that is designed to improve life safety and fire protection.  The Pro Board is managed by representatives from the International Association of Arson Investigators (IAAI), the International Association of Fire Chiefs (IAFC), the National Association of State Fire 
Marshals (NASFM), the National Fire Protection Association (NFPA), the North American Fire 
Training Directors (NAFTD), one member At Large, one ex-officio member from the Advisory Committee, and one ex-officio member from the Committee on Accreditation.

National Professional Qualifications System  (Pro Board)
A system of standards for fire and emergency service personnel and certification criteria, established in 1972, operated by the National Board on Fire Service Professional Qualifications to recognize achievement of professional qualification through accreditation and certification.

Oversight Committee

A group of individuals selected by an agency to oversee or provide recommendations and advise on policies and procedures for certification.  Same as the Agency Advisory Committee.

Portfolio

A compilation of materials assembled to verify or validate compliance with a particular level of a standard or job performance requirement, requisite knowledge, requisite skill, or objective of a standard.
Pro Board Advisory Committee
The Advisory Committee is a standing committee consisting of one representative from each accredited agency as established by the Board of Directors in accordance with the By-Laws of the National Board on Fire Service Professional Qualifications.  The purpose of the Advisory Committee is to advise the Board of Directors on procedural issues and improvements to the system.  Persons selected to serve on the Advisory Committee are appointed by their Accredited Agency.

The Advisory Committee shall elect one member from the Committee to serve as the Chairperson for the Advisory Committee; and, that person will also serve as an ex-officio member on the Board of Directors and a member of the Committee on Accreditation.  The Chairperson is elected for a three year term and may be re-elected to consecutive terms.

The Advisory Committee shall elect three members from the Committee to serve on the Committee on Accreditation (COA).  Each elected member will serve a three year term and may be re-elected to consecutive terms.
The Advisory Committee shall meet annually at a time and place designated by the Board of Directors.  The Board of Directors may also call special meetings of the Advisory Committee when needed.
Project
An assigned task that requires the candidate(s) for certification to meet the requirements of a particular job performance requirement, requisite knowledge, requisite skill, or objective of a standard.

Standard
A professional criterion approved by the National Board on Fire Service Professional Qualifications (Pro Board) for inclusion in the National Professional Qualifications System for the fire service.

Standard-to-test Correlation Matrix

A chart, spreadsheet, or similar document that identifies the methodology used to evaluate certification candidates for a particular standard or level of a standard.  This document should provide the following information:

· Standard, level, and edition;

· The test methodology (cognitive, skill, portfolio, project, or other) used to evaluate each job performance requirement, requisite knowledge, requisite skill, or objective of a standard;

· The number of questions from the agency’s test question bank that correlates to each job performance requirement, requisite knowledge, requisite skill, or objective of the standard.

· The identification number of the skill evaluation sheets that are utilized to evaluate the required skills.

The Pro Board has developed an Assessment Methodology Matrix for each standard/level that is available for use by an applicant for accreditation, extension of accreditation, or re-accreditation upon request. 

Test Bank
A grouping of test items that address all job performance requirements, requisite knowledge, requisite skills, or objectives of a particular standard; and, are of sufficient quantity to produce one or more test instruments that will sufficiently exam an individual’s competencies of a standard.
Test Instrument

A grouping of test items selected from a Test Bank that will sufficiently exam an individual’s competencies of a standard.

Test Item
A question used to exam an individual’s competency to a particular job performance requirement, requisite knowledge, requisite skill, or objective of a standard.

Test Methodology
The process or method (cognitive, manipulative, portfolio, project, or other) used to evaluate a candidate for certification to ensure competency with a particular job performance requirement, requisite knowledge, requisite skill, or objective of a standard or level of a standard.
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