[image: image1.emf]
Application for Extension of Accreditation

- Click in the gray fields to enter information -

Revised: December 2020

     





__________________________________________

Name of Agency


The above named agency hereby requests to have its accreditation extended to offer certification 
to new standard(s) or level(s) of a standard.


In submitting this application, the listed agency director 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
     
Date Submitted
Application Instructions


Purpose of Extension of Accreditation:
Extension of Accreditation provides a process by which an agency, or delegated agency, 
seeks 
approval from the Committee on Accreditation (COA) to offer accredited certification to 
a new 
standard, or level of a standard, for which the agency was not previously accredited to 
certify.

Process for Extension of Accreditation:
There is a checklist on page three that should be completed to ensure a proper assessment has been conducted by the agency and all of the required documents are included in the submission.

The agency is required to submit to the Accreditation Manager an Application for Extension of Accreditation with the associated Assessment Methodology Matrix in order to demonstrate to the COA its compliance with Pro Board criteria for accreditation for the new standards, or levels of a standard, to which the agency seeks to offer certification.  

If all of the Program Administration (PA), Test Development (TD), and Test Administration (TA) are being conducted in the same manner as certification to standards that have previously been accredited, it should be indicated by checks in all of the appropriate boxes and no other documentation is necessary.

Changes in Accredited Practices
If:

The agency is conducting any portion of the Program Administration (PA), Test Development (TD), or Test Administration (TA) practices differently, such as the use of any of the following not previously approved by the COA for use by the agency:

· a new test methodology such as skills tests, product-based assessments, process-based assessments, or portfolio-based assessments

· a new third party test administrator such as the use of a vendor to administer tests

· a third party developed bank of test items developed by a vendor for which the Agency has not previously been approved

· any significant change in any of the agency practices covered by the PA, TD, or TA criteria


Then:

An Application for a Change in Accredited Practices with the associated documentation should be included with the submission.
Note: The criteria on which to base the assessment of the compliance of planned changes can be found in the Self-Assessment Document and are categorized as Program Administration (PA), Test Development (TD), and Test Administration (TA) in that document. Section 5 of this application will assist in that assessment.
This Application for Extension of Accreditation package must be submitted thirty days prior to the next COA meeting in order to be considered at that next meeting. If that time constraint is not met, the request will be considered at the subsequent COA meeting.
For more information, review the extension of accreditation section of the Operational Procedures
of the NBFSPQ.

For delegated agencies seeking accreditation to a new level(s) the accredited agency must already be accredited for the level(s) being requested. If the accredited agency is not accredited for the level(s), the accredited agency and the delegated agency may submit an Application for Extension of Accreditation concurrently. 
It is permissible for the accredited agency, while accredited to the new level(s) to only provide oversight for the new level(s) while all testing is conducted by the delegated agency.

Checklist for Application Submission

The agency requesting the extension must provide these documents to be considered by the COA for approval to certify to a new standard or level:
 FORMCHECKBOX 

Completed Application for Extension of Accreditation
 FORMCHECKBOX 

Completed Assessment Methodology Matrices, or other COA approved document that 
demonstrates how the agency will assess all applicable JPR(s) for the level(s) being 
requested

 FORMCHECKBOX 

Optional: Any supplemental documentation for clarification purposes (e.g., letters, skill 
sheets)
 FORMCHECKBOX 

Completed Application for a Change in Accredited Practices if needed -see section 5 of
 
this application for additional information
If a Delegated Agency:

 FORMCHECKBOX 

A letter from the accredited agency affirming their review of the submission and 
endorsement of the request

 FORMCHECKBOX 

Optional: Any supplemental documentation (e.g. agency site visit report) for clarification 
purposes
 FORMCHECKBOX 

Completed Application for a Change in Accredited Practices if needed 
Application for Extension of Accreditation

1. Contact Person

List the name of the principal contact person to whom any follow-up correspondence should be directed.

Name: Title: 
     
Address:

     
Telephone:
     


E-mail:
     

2. Standards, Levels, and Editions

List standard(s), level(s), and edition(s) to which the agency requests to extend its accreditation
	NFPA Standard Number
	Level of Standard
	Edition of Standard
	Will Product, Process, or Portfolio be used to assess this level?

	Example

1021
	Example

Fire Officer III
	Example

2009
	Example

X Yes

	     
	     
	     
	 FORMCHECKBOX 
 yes

	     
	     
	     
	 FORMCHECKBOX 
 yes

	     
	     
	     
	 FORMCHECKBOX 
 yes

	     
	     
	     
	 FORMCHECKBOX 
 yes

	     
	     
	     
	 FORMCHECKBOX 
 yes

	     
	     
	     
	 FORMCHECKBOX 
 yes

	     
	     
	     
	 FORMCHECKBOX 
 yes

	     
	     
	     
	 FORMCHECKBOX 
 yes

	     
	     
	     
	 FORMCHECKBOX 
 yes

	     
	     
	     
	 FORMCHECKBOX 
 yes

	     
	     
	     
	 FORMCHECKBOX 
 yes

	     
	     
	     
	 FORMCHECKBOX 
 yes

	     
	     
	     
	 FORMCHECKBOX 
 yes

	     
	     
	     
	 FORMCHECKBOX 
 yes

	     
	     
	     
	 FORMCHECKBOX 
 yes

	     
	     
	     
	 FORMCHECKBOX 
 yes

	     
	     
	     
	 FORMCHECKBOX 
 yes

	     
	     
	     
	 FORMCHECKBOX 
 yes


Add NFPA Standard

3.  Choose all that apply - Certification using the requested level(s) will be conducted by: 



 FORMCHECKBOX 
  Accredited Agency 

 FORMCHECKBOX 
 Delegated Agency* 



Delegated Agencies: List any delegated agencies requesting this extension of accreditation to the above listed levels.
	Delegated Agency

	     

	     

	     

	     

	     


4. Assessment Methodology Matrices


 FORMCHECKBOX 
  Checking this box indicates that a copy of the agency's Assessment Methodology Matrix for 
the requested standard/level(s) is attached to this request.

5. Assessment of Changes or Additions to Previously Accredited Practices 
If the Program Administration, Test Development, and Test Administration practices associated with this request for extension of accreditation are being conducted in the same manner as those practices for any previously accredited levels, indicate by checking the ‘Same’ box next to the criterion associated with that practice.
If there is a significant change in any of the Program Administration, Test Development, and Test Administration practices associated with this request, such as those listed in the instructions above, indicate by checking the ‘Change’ box next to the criterion associated with that process.
If there is a significant change, in addition to checking the appropriate box, please include with this application the Application for a Change in Accredited Practices and any required associated documentation as indicated on that form.
	Same
	Change
	Program Administration

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	The agency shall ensure that the certification process is nondiscriminatory and available equitably to all persons served by the agency. (PA1)

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Within one year of accreditation or extension to a new standard or level of a standard, procedures shall be in place to address the issue of how incumbents will be deemed eligible to enter the certification system in accordance with the Pro Board Operational Procedures for Certification Implementation Procedures, Section IV. (PA2)

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Procedures shall be in place to address the issue of prerequisites, if required by a standard or level of a standard, so that all candidates are evaluated in the same manner in accordance with the Pro Board Operational Procedures for Prerequisite Requirements, Section V. (PA3)

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Procedures shall be in place to ensure that the agency is responsive to the views and opinions of organizations representing groups affected by the certification program, such as volunteer firefighter associations, labor organizations, fire chiefs' associations, etc. (PA4)

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Procedures shall be in place to evaluate and respond fairly to appeals of the certification system including individual test items and/or assessment outcomes. (PA5)

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Procedures shall be in place to ensure that a fair retest policy is consistently applied for candidates who fail an exam. (PA6)

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	If the agency delegates its certification authority, procedures shall be in place to ensure compliance with the Pro Board Operational Procedures for Delegation of Authority, Section IX. (PA7)


	Same
	Change
	Test Development

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Procedures shall be in place to ensure that the National Fire Protection Association's (NFPA) Fire Service Professional Qualifications Standards, or other standards approved by the National Board on Fire Service Professional Qualifications (Pro Board), are the basis upon which accredited certification testing is being conducted. (TD1)

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	The agency shall have the ability to completely test the level(s) of each applicable standard with justifiable test methodologies. (TD2)

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Procedures shall be in place in the test development, administration, review, and improvement processes to ensure the production of valid and reliable test instruments and test results. (TD3)

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Procedures shall be in place to ensure security of certification test-item banks, current and previous versions of test instruments, and other associated materials. (TD4)


	Same
	Change
	Test Administration

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Procedures shall be in place to ensure that adequate notification of examinations is provided to potential candidates. (TA1)

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Procedures shall be in place to ensure that certification testing is conducted at a frequency, time of day, and geographical location that adequately meets the needs of the certification candidates, departments, and other users of the certification system. (TA2)

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	The agency's facilities and equipment shall be adequate for the testing of all the objectives or Job Performance Requirements (JPR) of the applicable standard(s) for which the agency seeks accreditation. (TA3)

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Procedures shall be in place to ensure a safe environment and safe operations during certification testing. (TA4) 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Procedures shall be in place to ensure that skills tests are assessed by qualified persons who are not involved in the training of the candidate in the skill being tested; that qualified persons administer (proctor) cognitive tests; and that qualified persons evaluate projects, portfolio submissions, or other methodologies (if used). (TA5)

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Procedures shall be in place to ensure that skills tests, written exams, projects, portfolio submissions, or other evaluation methodologies are administered in a consistent and impartial manner. (TA6)

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Procedures shall be in place to ensure the confidentiality of a candidate's test performance. (TA7)

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Procedures shall be in place to ensure that the test results for each candidate and the associated test instruments are securely maintained for an appropriate period of time. (TA8)
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5

