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Designation
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Renewal Application
RENEWAL APPLICATION GUIDELINES


The “Fire Officer” designation is valid for 3 years. FO renewal is based on four (4) components and submit in a single PDF Document in the following order:
· Personal & Employment Information

· Attach a current resume, detailed organization chart, and position description

· Employment Information

· Professional Development

· Professional Contributions/Recognitions
· Active Association Memberships and Community Involvement
Much like the candidate application, the renewal is a similar process. FO’s must show that they have continued to evolve professionally and personally during the past three (3) years. FO’s must show some level of achievement in every component.
The renewal application form must be completed in its entirety. Incomplete applications will delay processing and may disqualify the designee for renewal of the Fire Officer designation. Handwritten applications will not be accepted.
Below are the directions for completing each component of the Fire Officer Designation renewal application:

Component 1:
Personal & Employment Information
· Personal Information – self-explanatory

· Employment Information – 

· Complete for current position only. If any employment has changed since last application was submitted, mark the “New Employment” box.

· Attach a current resume.

· Attach a detailed organization chart verifying position within the department.

· Attach a position description for current position only.

Component 2:
Professional Development
· Education –

· List all formal educational degrees and certificate programs.

· Attach copies of the official transcripts if education was completed since last submittal.

· All degrees and education certificates must be from a regionally or nationally accredited institution.

· Certifications –

· List current application certifications, i.e., Firefighter, Fire Officer, Fire Instructor, EMT, Paramedic, CFPS, CFEI, CEM, etc.

· Attach copies of certificates if awarded since last submittal.

· Training/Courses –

· List fire and emergency services as well as business management or human resource development related courses/classes completed in the last three (3) years, i.e., NFA; state fire schools;  local, state and national conferences; 

· Do not attach copies of certificates.

Component 3:
Professional Contributions / Recognition
· In this component, the applicant should list teaching, public speaking, research published or unpublished, professional articles or other contributions to the emergency services field as well as any professional recognition in the last three (3) years. Each area does not need to be addressed.
Component 4:
Professional Memberships, Affiliations and Community Involvement

· Professional Memberships and Affiliations

· In this section, the applicant should list any organizations in which you are actively involved or have been involved during the last three (3) years and the degree of your involvement. These organizations should be fire and/or emergency services related, i.e., IAFF, IAFC, state and local firefighter/chiefs associations, NFPA, etc. Level of involvement includes: chair, president, director, member, etc.

· Community Involvement

· In this section, the applicant should list the community and charitable organizations that you’ve participated in during the past three (3) years. Organizations include: civic groups (Rotary, Lions Club, American Legion); religious affiliations; youth organizations; scouts, school groups (PTA, PTO) and community organizations (American Red Cross, United Way), etc. Level of involvement includes: chair, president, member, coach, supporter, etc. Hours of involvement can be listed as weekly, monthly or annually.
Component 5:
Endorsement and Certification Statement

A Letter of Endorsement must be submitted from either your current Supervisor or Fire Chief. This endorsement must verify:

· Active status in fire and/or emergency services

· Current position and assignment

· Compliance with the Code of Professional Conduct

· Progression in career development and professionalism

All applicants must sign and date the certification statement.

All materials submitted to the CPC become the property of CPC. The CPC will take care to protect confidential information in the destruction or disposal of candidate applications.
Renewal fees: The FO renewal fee is $200 and can be paid by credit card on-line through the CPSE secured store. Please click here to access on-line payment.

For alternate payment arrangements please call the CPC office at 703-691-4620, ext. 203.

Your completed application and current resume should be emailed to the CPC Program Administrative Assistant.
  Code of Professional Conduct

In fulfilling his/her responsibilities, each individual participant in the Fire Officer (FO) Designation program serves as a moral and ethical agent. Every action will affect the health and well-being of individuals, organizations and communities; therefore, participants must assess the consequences of their decisions and actions and accept responsibility for them. Fire Officers (FO’s) must speak out and strive for the most moral and ethical course of action for themselves and for the organizations they lead.

Participants in the FO program are required to comply with this Code of Professional Conduct and the administration thereof. Non-compliance may be cause for termination from the program or revocation of the FO Designation.

Responsibilities to Individuals:


The Fire Officer shall:

· Set an exemplary standard for subordinates and peers to follow.

· Be courteous and tactful in all interactions.

· Ensure the communication of rights, responsibilities and information are upheld to foster informed decision making.

· Respect the customs and beliefs of others – consistent with the mission of the organization.

· Respect the confidentiality of information, except where it is in the public interest or where there is a legal obligation to divulge such information.

· Promote competence and integrity among individuals associated with the fire and emergency services. 

Responsibilities to the Profession:


The Fire Officer shall take a leadership role to ensure the fire service:

· Serves the public interest in a moral, ethical and efficient manner.

· Strives to provide quality services as defined by the community and based upon accepted industry standards.

· Communicates truthfully and avoids misleading representation, raising unreasonable expectations in other persons, or in the community as a whole.

· Uses sound management practices and makes efficient, effective, economical, and ethical use of resources.

· Promotes understanding of public protection and safety services and issues.

· Conducts inter and intra organizational activities in a cooperative way that improves community well-being and safety.

· Develops and maintains the required level of physical and mental health to enhance and promote individual quality of life which allows for the proper discharge of duties.

· Reports to the Commission on Professional Credentialing when there are reasonable grounds to believe a member has violated this Code of Professional Conduct.


  Code of Professional Conduct, Continued
Responsibility to the Community and Society:


The Fire Officer shall:

· Abide by the laws of all levels of government, but may seek changes by lawful means where deemed appropriate.

· Contribute to improving the well-being and safety of the general population, including participation in educational programs, dialogue and recommendations to enhance the quality of life and to improve fire and emergency services.

· Strive to identify and meet the needs of the community within the resources available and within the mission of the organization.

· Consider the effects of management policy decisions on the community and society and make recommendations based on these considerations.

Conflict of Interest:

A conflict of interest exists when the Fire Officer uses his/her position, authority or privileged information to:

· Obtain an improper benefit, tangible or otherwise, either directly or indirectly.

· Obtain an improper benefit for a friend, colleague, or relative.

· Make decisions that attempt to, or do, negate the effectiveness of the FO Designation program.

The Fire Officer shall:

· Conduct all relationships in a way that assures management decisions are not compromised by a perceived or real conflict of interest.

· Disclose to the appropriate authority all direct or indirect personal or financial interests, appointment, or elections which might create a conflict of interest whether real or perceived.

· Neither accept nor offer personal gifts or benefits with the expectation or appearance of influencing decisions.

· Refrain from using the FO Designation or credentials to promote or endorse commercial products or services without the express written permission of the Commission on Professional Credentialing.

· Value ethics within the fire and emergency services.  Most professions abide by a “Code of Ethics or Conduct,” which expresses their members’ agreement as to what constitutes acceptable behavior.

The Code of Professional Conduct has been adopted by the Commission on Professional Credentialing to promote and maintain the highest standards of professional performance and personal conduct. Abiding by these standards is required for continued recognition as an FO Designate, and serves notice to the public who entrust their confidence in the abilities and integrity of the chief fire officers.

  Component 1: Applicant Information
	Personal Information



	Last Name:       

	First Name:       
	MI:       

	Home Address 1:      


	Home Address 2:      


	Home City:      

	Home State:
     
	Home Zip:       

	Home Phone:       


	Mobile Phone:      


	Fax:       


	E-mail:       


	Employment Information

Please attach a current resume, detailed organization chart, and position description.
 FORMCHECKBOX 
  New Employment 


	Agency Name:       


	Position Title:       


	Work Address 1:      


	Work Address 2:      


	Work City:      

	Work State:
     
	Work Zip:       

	Work Phone:
       



	Ext:      
	

	Mobile Phone:       


	Fax:      


	E-mail:       



   Component 2: Professional Development
The FO Designee maintains her/his professional competencies through continued professional development, education, and training.  

Higher Education
List any degrees you have, regardless of when you received them. If the degree was received during the last three (3) years, please attach a copy of the transcript.
	Name of Institution
	Location
	Degree
	Graduation Year

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     


Certifications

List all current certifications (i.e., Fire Officer, Fire Instructor, EMT, Paramedic, CFPS, CFEI, CEM, etc.). List in chronological order
	Certification/Re-certification
	Certification Agency
	Date(s)

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     


Please do not list more than the space provided. 
  Component 2: Professional Development, Continued

Training/Courses

List fire and emergency services as well as business management, human resource development or public administration related courses/classes completed in the last three (3) years, i.e., NFA; state fire schools;  local, state and national conferences, etc. List in chronological order.
	Training Sponsor
	Course Name
	Date(s)
	Contact Hours

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     


Please do not list more than the space provided. 

   Component 3: Professional Contributions/Recognition
The FO Designee demonstrates her/his commitment to the profession by continual professional contributions to the field of fire and emergency services. 

In the spaces below, list any teaching, public speaking, research published or unpublished, professional articles, or other contributions to the emergency services field in the last 3 years. Also, list any professional recognition (service/valor awards) you have received in the last 3 years. 

Professional Contributions/Recognition

	Type of Contribution
	Organization
	Name
	Date(s)

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     


Please do not list more than the space provided. 

Component 4: Professional Memberships, Affiliations and Community Involvement
In the spaces below, list any applicable involvement in organizations in which you are actively involved or have been involved during the last 3 years and the degree of your involvement. 
Professional Memberships and Affiliations
	Organization
	Level of Involvement
	Dates

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     


Please do not list more than the space provided.
In the spaces below, list the community and charitable organizations that you’ve participated in during the last 3 years. 
Community Involvement
	Organization
	Level of Involvement
	Hours of Involvement
	Dates

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     


Please do not list more than the space provided.
Component 5:  Endorsements/Certifications
Endorsement 

	

	One letter of endorsement is required from your current Supervisor or Fire Chief that includes verification of your active participation in fire and/or emergency services, confirmation of your current position/assignment, compliance with the Code of Professional Conduct, and progression in career development and professionalism. Attach as part of your renewal application package.

	
	
	


Certification Statement

	
	
	

	I, 
	     
	(Designee) hereby certify that all statements made on this application are

	true and complete to the best of my knowledge.  I have read and understand the Code of Professional Conduct and agree to abide by this code.  I understand that any false statements or documentation may subject me to disqualification, denial, or revocation of my professional designation credentials.  I understand that the sole purpose in submitting this application, its contents, and attachments is to evaluate my qualifications for the recognized professional designation as a Fire Officer (FO). By submitting this application, I agree to conduct an interview with a peer reviewer for confirmation purposes.



	Designee’s Signature:
	     
	Date:
	     

	
	
	
	


  Referrals

Tell your colleagues what the Fire Officer (FO) 
Designation can mean to them.
Please provide the contact information for three (3) referrals. Completion of this section is not mandatory.
	Name:      
	Title:      

	Organization:      

	Address:      

	City:      
	State:      
	Zip:      

	Phone:      
	Email:      


	Name:      
	Title:      

	Organization:      

	Address:      

	City:      
	State:      
	Zip:      

	Phone:      
	Email:      


	Name:      
	Title:      

	Organization:      

	Address:      

	City:      
	State:      
	Zip:      

	Phone:      
	Email:      


Thank you for your referrals. The Commission on Professional Credentialing (CPC) is committed to assisting in the professional development of emergency services personnel by providing guidance for career planning through participation in the professional designation program.
Updated April 2016
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