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	UNIT CODE
	CPPFPSM2102

	UNIT TITLE
	Apply administrative and record-keeping requirements to planned routine service activities

	APPLICATION
	This unit specifies the skills and knowledge required to apply administrative and record-keeping requirements stipulated in section 1 of AS 1851 Routine service of fire protection systems and equipment (AS 1851) to the planned routine service of fire protection systems and equipment.  These competencies are required by fire protection technicians who carry out routine service of fire protection systems and equipment and advise clients on administrative and record-keeping requirements for maintaining fire-related essential safety measures.  
The unit includes:
· applying compliance requirements to routine service work instructions
· identifying required routine service records and reports
· preparing and disseminating routine service equipment registers, summary records, and defect notification and out-of-tolerance activity reports.
[bookmark: _Hlk503183867]It may form part of the licensing requirements for persons engaged in routine servicing of fire protection systems and equipment in those states and territories where these are regulated activities.

	PREREQUISITE UNIT
	Nil

	ELEMENTS
	PERFORMANCE CRITERIA

	Elements describe the essential outcomes.
	Performance criteria describe what needs to be done to demonstrate achievement of the element.

	1. Apply administrative requirements to routine service activities.
	1.1 Review work instructions to understand planned routine service activities and clarify issues with relevant persons.
1.2 Review section 1 of AS 1851 to understand administrative requirements for routine servicing of fire protection systems and equipment.
1.3 Identify competent persons and responsible entities for planned routine service activities.
1.4 Confirm routine service frequencies schedules, activities and allowable tolerances and apply to work instructions. 
1.5 Identify adverse operating environments and ascertain their impact on planned service activities and frequency schedules.
1.6 Identify precautions to be undertaken prior to commencing routine service activities and apply to work instructions.
1.7 Identify methodology to classify service activity failures and associated reporting requirements and apply to work instructions.
1.8 Identify requirements to retrofit absent elements or components identified during routine service activities and apply to work instructions.

	2. Identify responsible entity and affected persons and communicate routine service requirements.
	2.1 Identify responsible entity and all other persons that may be affected by planned routine service activities.
2.2 Advise any adverse effects that planned routine service activities may have on performance and operation of fire safety systems and equipment, safety of occupants and building operation.
2.3 Identify and communicate all precautions required to be undertaken prior to commencing routine service activities according to AS 1851 requirements.
2.4 Identify and communicate alternative safety arrangements required to be implemented prior to commencing routine service activities.
2.5 Notify responsible entity and affected persons of defects that have not been rectified following routine service activities and required rectifications to ensure safety of building and occupants.

	3. Identify required routine service records and reports.
	3.1 Identify types of service records required to be produced for the routine service of fire-related essential safety measures and apply to work instructions.
3.2 Identify retention requirements for routine service records and apply to work instructions.

	4. Prepare and disseminate routine service reports.
	4.1 Complete routine service equipment register and summary record to meet work instructions.
4.2 Prepare defect notification report to meet work instructions.
4.3 Prepare out-of-tolerance activity report to meet work instructions.
4.4 Complete compliance report for routine service results and forward to relevant persons for action within required timeframes.

	FOUNDATION SKILLS
This section describes the language, literacy, numeracy and employment skills essential to performance in this unit but not explicit in the performance criteria: 
· writing skills to:
· clearly and concisely record details of administrative non-compliances
· sequence technical information to provide cohesive text
· reading skills to understand: 
· baseline data when identifying installed fire protection equipment and the applicable performance requirements
· technical information including performance data and test results that may be in numerical or diagrammatic formats
· numeracy skills to calculate equipment quantities, service frequencies and tolerance periods.

	UNIT MAPPING INFORMATION
	No equivalent unit

	LINKS
	Companion volumes to this training package are available at the VETNet website: http:/



	TITLE
	Assessment requirements for CPPFPSM2102 Apply administrative and record-keeping requirements to planned routine service activities

	PERFORMANCE EVIDENCE

	To demonstrate competency in this unit, a person must apply administrative and record-keeping requirements specified in section 1 of AS 1851 Routine service of fire protection systems and equipment (AS 1851):
· to planned routine service activities for 10 different sites:
· identifying and communicating with one responsible entity or affected person any adverse effects that routine service activities may have on performance and operation of fire safety systems and equipment, safety of occupants and building operation, and alternative safety arrangements that must be implemented prior to commencing routine service activities
· completing documentation required by AS 1851 and evidencing completion of routine service activities
· for five different sites where one non-conformance or non-critical defect has been identified through routine service:
· identifying and communicating with one responsible entity or affected person to notify all identified defects and non-conformances and actions required for rectification
· for two different sites where one critical defect has been identified through routine service:
· completing a defect notification report for a critical defect that documents the details of the defect and required rectification actions.
In doing this, the person must meet the performance criteria for this unit.

	[bookmark: _Hlk488743437]KNOWLEDGE EVIDENCE
To be competent in this unit, a person must demonstrate knowledge of:
· fire protection industry documents designed to support administrative compliance:
· good practice guides
· information bulletins
· technical advisory notes
· meaning of 'approved design' associated with routine servicing of fire protection systems and equipment
· purpose, function and structure of AS 1851 and requirements of section 1:
· adverse operating environments
· baseline data
· competent persons
· defect and non-conformance classifications
· definitions
· frequency and tolerances of routine service intervals for all fire protection systems and equipment
· information required to be included in service records
· precautions
· records retention
· responsible entities
· routine service processes and procedures
· system retrofits
· types and purpose of service records required to be produced:
· defects, non-conformances and out of tolerance activity reports
· labels and tags
· logbooks
· summary records
· routine service frequencies, service records and reports required by AS/NZS 2293.2 Emergency escape lighting and exit signs for buildings - Inspection and maintenance (AS/NZS 2293.2)
· timeframes for completing required records and reporting routine service results
· types of adverse effects that routine service activities may have on:
· performance and operation of fire safety systems and equipment
· safety of occupants
· building operation
· types of alternative safety arrangements that must be implemented prior to commencing routine service activities
· building or facility ownership and management structures and persons responsible for fire maintenance and safety:
· responsible entity ownership structures:
· government organisation
· private owner: individual corporation
· strata scheme:  body corporate, owners corporation, strata company
· different types of building or facility managers:
· commercial real estate asset manager
· building manager
· facility manager
· owners corporation manager
· residential property manager
· meaning of different property categories and terms:
· base building
· commercial property
· common area
· industrial property
· mix-use property
· private lot
· residential property
· strata plan.

	ASSESSMENT CONDITIONS 

	Assessors must satisfy the requirements for assessors listed in the Standards for Registered Training Organisations.
Evidence of assessment for performance evidence items must be based on documentation in the form of logbooks, service records or reports validated by a workplace supervisor.  A workplace supervisor is a person duly authorised to perform and validate the work being undertaken.
Evidence of assessment for the planned routine service at one site as specified in the performance evidence, must be based on direct observation and assessment of the candidate by the assessor in a workplace or simulated workplace environment. 
Assessors are responsible for ensuring that the person demonstrating competency has access to:
· industry-standard tools and equipment used when applying administrative and record-keeping requirements to planned routine service activities:
· technologies for recording and transmitting routine service information and evidence, such as a computer and software, mobile telephone or other hand-held device
· logbook and other required compliance documentation
· work instructions for planned routine service activities to meet performance evidence requirements
· Australian standards:
· AS 1851
· AS/NZS 2293.2
· fire protection industry documents including good practice guides, information bulletins and technical advisory notes.

	LINKS
	Companion volumes to this training package are available at the VETNet website: http://
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