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Certificate III in Investigative Services:

Section 1:



Applicant’s Details

	Full Name (please include any names you have been previously known by)

	     

	Date of Birth

	     

	Residential Address (no Po Boxes…full address required)

	     

	E-mail Address

	     

	Occupation

	     

	Postal Address

	     

	Phone contacts

	     

	Employer (include any Investigation Companies)

	     

	Current Drivers Licence Number and State

	     

	Do you hold a current Inquiry Agents / Private Investigators Licence?

(If Yes, provide State, licence number and expiry date)

	     

	How long have you held any such Licence for?

	     


Section 2:



Employment History
Please list your employment history for the past 20 years and endeavour to make the employment dates as accurate as possible.  Where your duties involved investigative type work please expand on the type of investigation work undertaken. Please attach a copy of your Certificate of Service if you have been a member of any police force, military, or emergency services.  Where ever possible attach a copy of the duty statement/Position description for the position.

	Dates (from – to)
	     

	Employer
	     

	Occupation
	     

	Duties
	     


	Dates (from – to)
	     

	Employer
	     

	Occupation
	     

	Duties
	     


	Dates (from – to)
	     

	Employer
	     

	Occupation
	     

	Duties
	     


	Dates (from – to)
	     

	Employer
	     

	Occupation
	     

	Duties
	     


Section 3:



Qualifications / Certificates

	Do you hold any of the following:-

· University degree/s diploma or certificates or TAFE certificates or diplomas

· Trade certificates

· Private pilots licence

· Current first aid certificate

· Workplace trainer etc.

· Justice of the Peace

If yes please provide details and attach copies (please note that upon acceptance of your application we will require to sight originals)

Where qualifications are used to support your application please attach copies of academic transcripts, statements of results or statements of attainment.



	
	

	Date Qualification Obtained:
	     

	Name of Institution:
	     

	Type of Degree / Qualification:
	     

	
	

	Date Qualification Obtained:
	     

	Name of Institution:
	     

	Type of Degree / Qualification:
	     

	
	

	Date Qualification Obtained:
	     

	Name of Institution:
	     

	Type of Degree / Qualification:
	     

	
	

	Date Qualification Obtained:
	     

	Name of Institution:
	     

	Type of Degree / Qualification:
	     


Section 4:



Awards

	Have you ever received an award for service of any description?
	     

	Type of Award:
	     

	Date Awarded:
	     

	Type of Award:
	     

	Date Awarded:
	     


Section 5:



Court Experience
	Have you ever given evidence in court in relation to an investigation that you have conducted?
	     


	Have any investigative reports you have compiled ever been used in court?
	     


Please provide details of these court attendances and files used.
     
Section 6:



Training Courses

	Have you attended any investigative / OH&S training courses/seminars.  This could include training meetings conducted by your current employer.

Please provide approximate dates, type of training and name of person conducting the training.

If supporting documentation is available please attach copies.

	
	

	Date of activity
	     

	Where was the activity held
	     

	Name of trainer
	     

	Type of Training undertaken:
	     

	
	

	Date of activity
	     

	Where was the activity held
	     

	Name of trainer
	     

	Type of Training undertaken:
	     

	
	

	Date of activity
	     

	Where was the activity held
	     

	Name of trainer
	     

	Type of Training undertaken:
	     

	
	

	Date of activity
	     

	Where was the activity held
	     

	Name of trainer
	     

	Type of Training undertaken:
	     

	
	


Section 7:    
Business Management Experience and Knowledge

	Have you operated your own business, such as a Director / Partnership / Sole trader?
	     

	If Yes, how many years
	     

	Name of business and main business activity
	     


	If you have not operated a business as above, have you had experience as an office manager or person in authority within a business whereby you had to manage a business and make decisions relating to financial matters?
	     

	If Yes – Name of Business
	     

	Number of Years Managed
	     


Section 8:     
Professional Memberships

	Are you a member of any professional investigative / professional organizations?
	     

	Name of Organization:
	     

	Member Since:
	     

	Name of Organization:
	     

	Member Since:
	     

	Name of Organization:
	     

	Member Since:
	     


Section 9: 



Other Memberships

	Are you a member of any social clubs, voluntary organizations, sport clubs, church groups, Blue Light disco etc.?
	     

	Name of Organization:
	     

	Member Since:
	     

	Name of Organization:
	     

	Member Since:
	     


Section 10:
Investigative Experience & Knowledge

Please list any documents you are providing as substantiation in your response.

Current

	What type of investigative work do you currently undertake?  Factual, Surveillance or both – with details of client/employer
	     

	In the last 12 months how many Factual Investigations have you undertaken?
	     

	In the last 12 months how many Surveillance Investigations have you undertaken?
	     

	What was the primary type of investigative work you have undertaken in the past 12 months, eg WorkCover, CTP, Public Liability, Motor vehicle, General Insurance
	     

	In the last two years have you been accredited to carry out investigation work for any insurers Eg, WorkCover, TAC, Suncorp, CGU     [Yes or No] / [who for]
	            


Previous

	What type of investigative work have you undertaken in the past?  Factual, Surveillance or both – with details of client/employer (brief details)
	     

	What types and how many Factual Investigations have you undertaken and whom for?
	     

	How many Surveillance Investigations have you undertaken and for whom?
	     

	What was the primary type of investigative work you have undertaken in the past?
	     

	Have you previously been accredited to carry out investigation work for any insurers, WorkCover, TAC     [Yes or No] / [who for]
	            


THE FOLLOWING SECTIONS ARE THE UNITS FROM THE CERT III IN INVESTIGATIVE SERVICES TRAINING PACKAGE. THESE SECTIONS WILL HIGHLIGHT YOUR KNOWLEDGE OF THE VARIOUS UNITS AND BE A VALUABLE RECORD FOR AUDITORS WISHING TO VERIFY YOUR COMPETENCIES.

Section 11:  
Work effectively in the Insurance Services Industry (CPPSEC3026A)

	What organisations exist to support the Investigation Industry in professional development of Investigators? (5-6 lines)

	     

	What are the potential benefits of being a member of such an organisation? (5-6 lines)

	     

	How would you assist the Investigation Industry in professional development of Investigators? (5-6 lines)

	     

	What ramifications could result in an investigator performing illegal tasks either with or without clients’ consent? (6-7 lines)

	     

	In the Insurance Contracts Act 1984, section 21, what does the term “duty of disclosure” generally relate to:

(a) You must not tell anybody about a claim you are investigating

(b) You must keep your files under good security

(c) Persons taking out an insurance policy must disclose all material facts to the insurer to allow the insurer to make an informed decision as to whether to issue a policy


Answer a, b, or c.

	     

	In the Insurance Contracts Act 1984, section 13 what does the term “the duty of utmost good faith” mean?

	     

	What is the role of the Insurance Ombudsmen Service (Limited)? (3 lines)

	     

	Have you read the General Insurance Code of Practice?

If your answer is no, please read it before proceeding
	     

	What section of the Code relates to

Investigators / Assessors / Collection Agents / Loss Adjusters?
	     


	Please answer the following Questions in the space provided

	

	1.
Who and where is the Licensing Authority for Private Investigators in your jurisdiction? (Use current title)

	     

	2.
If you wish to apply for a licence for the first time and do not hold an Investigators Licence (formerly Inquiry Agent) in another State or Territory, what Nationally recognised certificate would you be required to hold?

	     

	3.
What is a Mutual Recognition application? (2-3 lines)

	     

	4.
When are you required to register a business name? (2-3 lines)

	     

	5.
With whom would you register a business name and what is the address of the registering Authority?

	     

	6.
If you operate an investigation agency business in your own name, does the agency have to hold an Inquiry Agent’s Firm Licence?  (Yes or No)

	     

	7.
What is an A.B.N.? (please describe in 3-4 lines)

	     

	8.
What is BAS an abbreviation for?

	     

	9.
Please explain what GST is and which Government Authority administers it? (2-3 lines)

	     

	10.
When are you required to register for GST? (2-3 lines)

	     

	11.
What is a  PAYG Tax Certificate? (2-3 lines)

	     

	12.
What is Payroll Tax? (2-3 lines)

	     

	13.
When is Payroll Tax payable ? (2-3 lines)

	     

	14.
Who administers Payroll Tax  and where are they located?

	     

	15.
What is Professional Indemnity insurance? (2-3 lines)

	     

	16.
What is Public Liability insurance? (2-3 lines)

	     

	17.
What is Workers Compensation insurance? (2-3 lines)

	     

	18.       What is CTP (Compulsory Third Party Injury) insurance and which Government Authority administers   it?  (2-3 lines)

	     

	19.
What does OH & S stand for?

	     

	20.
What is a Business Continuity plan?
Maximum 6 lines

	     



	Please answer the following Questions in the space provided

	

	21.
You are going to start an investigation business and name it Axe Pty Ltd. You will be a Director and wish employ 3 full time office staff and 10 sub contract investigators.


List 6 important business related matters (in any order) that you would undertake prior to commencing the business.


	1.
     

	2.
     

	3.
     

	4.
     

	5.
     

	6.
     

	22.
What does a customer satisfaction quality plan entail? Please limit your answer to 8 lines

	     


Section 12:  
Develop investigative plan (CPPSEC3027A)

	What sources of information are available to assist you in the planning of an investigation? (5-6 lines)

	     

	What legal investigative methods are available to an investigator? (Limit 5-6 lines)

	     

	How would you determine which method/s to use for any investigation type? Points to consider maybe reviewing and clarifying the instructions, identifying and determining risk potential, engaging the most suitable investigator to perform the investigation. (Please limit answer to 10 lines)

	     

	What investigative methods are possible but should not be employed for legal reasons?

	     

	What regulation/legislation/guidance impacts on the selection of your method of investigation?

	     


Section 13: 
Compile Investigative report (CPPSEC3028A)

	List 6 issues that you believe are essential in providing quality, informative and cost effective reports to a client

	     

	List 6 benefits to you and your client when receiving feedback on the quality, content and cost effectiveness of your reports.

	     

	What issues do you consider when compiling a report of a client, whether it be an interim report or final ?  List 6 points and why they are relevant.

	     

	How do the National Privacy Principles impact on the compilation of your report? (5-6 lines)

	     

	Once your report is complete what are the information storage management issues you will consider? (5-6 lines)

	     

	What attachments/enclosures/appendices would you consider including in your report and how will you manage their quality/efficacy? (10 lines)

	     


Section 14: 
Provide quality Investigative services to clients (CPPSEC3029A)

	How should an investigator measure the quality of his/her work performed? (issues such as client contact, clarifying instructions, addressing the instructions –where possible, should be considered) (3-5 lines)

	     


	A client requests that an investigation be completed in 3 days. You have other work, which is also urgent, and you could not possibly complete the file in time.

 Do you:

 a: accept the job any way and say that you can do it because you are concerned about losing the client

 b: advise your client that you cannot do the job due to a death in the family; being too sick; flat battery

 c:  be honest and advise the client that you cannot do the job. Ascertain if there is any avenue for extension            of the due date. Offer some alternatives if these exist, to assist the client.

     Answer a, b or c

	     

	What information/feedback sources exist for you to exploit in continuously improving your service delivery? (5-6 lines)

	     


Section 15:
Conduct Surveillance (CPPSEC3030A)

	Generally, what is the purpose of a surveillance investigation?
(Please limit answer to 4 lines)

	     

	List 6 matters (no particular order) that you would consider if you were going to undertake a surveillance assignment or appoint a subcontractor to undertake the surveillance.

This can be to do with Injury, Matrimonial, Industrial or other surveillance types.

The answers which could be considered may involve relevant license, National Privacy Principles, trespass, suitable vehicle and equipment, OH&S for the investigator whilst on the assignment, conflict of interest, Code of conduct. Please include any other matters that are necessary to consider.

	1.
     

	2.
     

	3.
     

	4.
     

	5.
     

	6.
     

	What legislation/regulations regulates the conduct of surveillance investigations in your jurisdiction (consider more than just state legislation)?  


	     

	How do the National Privacy Principles impact on the compilation of your surveillance product? (5-6 lines)

	     

	Once your surveillance report is complete what are the information storage management issues you will consider? (5-6 lines)

	     

	What attachments/enclosures/appendices would you consider including in your report and how will you manage their quality/efficacy? (10 lines)

	     


Section 16: 
Organise and operate a Surveillance vehicle (CPPSEC3031A)
	What items are essential when organizing and operating a surveillance vehicle? (please limit responses to 10 lines)

	     

	You have been asked to conduct surveillance on a person, which may include either a funeral or a wedding. What concerns would have about carrying out such surveillance?



	     

	Describe the issues and  how you will manage your comfort/operability in a vehicle conducting surveillance over an eight hour period? (5-6 lines)

	     

	If given the option to select a surveillance vehicle from a range of available vehicles, what would you consider in making your choice? (5-6 lines)

	     

	What vehicle operation related risks will your consider in conducting a surveillance operation? (10 lines)

	     


Section 17:  
Gather Information by Factual Investigation (CPPSEC3032A)

	Generally, what is the purpose of a factual investigation?

(Please limit answer to 5 lines)

	     

	List 6 matters (no particular order) that you would consider prior to you undertaking a factual investigation or appointing a subcontractor to undertake the assignment.

Answers that could be considered would be relevant licence, experience in undertaking the particular type of investigation, suitable equipment such as laptop, time limit by which the report must be submitted to client, if a sketch plan is required, the ability to prepare such a plan, etc.  Please include other points if applicable.

	1.
     

	2.
     

	3.
     

	4.
     

	5.
     

	6.
     

	What legislation/regulations regulates the conduct of factual investigation in Queensland (consider more than just state legislation)?


	     

	What information sources can be exploited in a factual investigation? (5-6 lines)

	     


Section 18:
Conduct interviews and take statements (CPPSEC3033A)

	Should you give a person a copy of another persons signed statement? (List reasons. 5--6 lines)

	     

	What essential information should be recorded on all signed statements? (List up to 7 items)

	     

	Should minors (under 18 years of age) be interviewed without a guardian or parent present? (2-3 lines)

	     

	Can an Investigator force a witness to make a signed statement? (Explain your answer in 6-7 lines)

	     

	From a quality perspective, would you submit a typed signed statement that contains multiple grammar, spelling and punctuation errors to your client? (Yes or No)

	     

	If your client only requires factual information included in an Investigation report, should you include your opinions or assumptions? (5-6 lines)

	     

	What information would you discuss with a person whom you are about to interview or take a signed statement from? (List 6-7 points)



	     

	How would you deal with conflicting information in statements taken? (5 -6 lines)

	     

	What are your options if an interviewee declines to make a statement or sign a statement? (10 lines)

	     


Section 19:
Maintain workplace safety in the security industry (CPPSEC3001A)

If you were asked to write an Occupational Health and Safety manual for an investigation business, list 6 important issues that you would incorporate within the manual.

	1.
	     

	2.
	     

	3.
	     

	4.
	     

	5.
	     

	6.
	     


Section 20:
Contribute to effective workplace relationships (BSBFLM303C)

List 6 important issues that maintain workplace relationships. These may include issues that you have noticed make working with each other more enjoyable, while still retaining a professional business approach and attitude.  

	1.
	     

	2.
	     

	3.
	     

	4.
	     

	5.
	     

	6.
	     


Section 21:
Organise personal work prioritises and development   (BSBWOR301A)

In order to maintain a professional approach to your work, list 6 points that would ensure that your performance and professional development and knowledge is maintained to a level equal to or advanced of your clients’ expectations.

	1.
	     

	2.
	     

	3.
	     

	4.
	     

	5.
	     

	6.
	     


Section 22: 
Prepare and present evidence in Court (CPPSEC3009A)

	1.
What is a Statutory Declaration? (3 lines)

	     

	2.
What is an Affidavit?( 3 lines)

	     

	3.
Name 3 types of evidence that can be presented in court. 

	     

	4.
What is Common Law? (3 lines)

	     

	5.
What is Statute Law? (3 lines)

	     


Section 23: 
Operate information gathering equipment (CPPSEC3034A)

	What type of equipment would a Circumstance (Factual) or Surveillance Investigator use during the course of a normal days work?  Please list the obvious tools of trade.

	     

	List 6 problems that can occur with Investigators tools of trade.

	     

	When purchasing new equipment, what 4 points would you consider before hand?

	     

	When you are about to use a video camera, still/digital camera or computer that displays information, what information on these devices would you check to see that it is correct? (Answer a or b )

  a:  that it is a suitable colour with lots of gadgets on it

  b:  that the time and date information are correct and battery is charged.

	     

	How would you avoid problems occurring with your equipment during the conduct of an investigation? (5 -6 lines)

	     


Section 24:
Store and protect information (CPPSEC3012A)

	List the physical security measures Investigation Companies and Individual investigators should have in place at the office, home and car to protect client information? (7-8 lines)

	     

	List the Information Technology security measures Investigation Companies and Individual Investigators should have in place at the office, home and car to protect client information? (7-8 lines).  I.T. includes both laptop and PC computers

	     

	During and interview, should you leave your instructions, paperwork, notes or laptop unattended for any reason?  (List reasons. 3-4 lines)

	     

	What types of physical materials/information will you be required to handle, list a care consideration for each?  (List 4 to 5 types)

	     


Section 25: 

Investigate micro business opportunities (BSBSBM301A)

	What enquiries would an investigator conduct to identify a potential new client? (List 3 types)

	     

	What media are available to investigators seeking to obtain or promote work (List 3 types)

	     


Section 26:  

FNSMERC304B Locate Subjects
	What primary public sources of information can you identify in conducting a subject location investigation? (List 6 potential sources of information – consider both physical and process)

	     

	What measures can you suggest to fill information gaps left after utilising the primary sources listed above?

	     

	What resources are available to licensed investigators in your jurisdiction which are additional to those public sources you have listed?

	


Section 27:

Other Considerations

	Are there any other matters that you wish to have considered as part of this RPL application?

	     


ACKNOWLEDGMENT BY APPLICANT

I,       (insert your name), certify that the information contained in this RPL application for Certificate III in Investigative Services is true and correct to the best of my knowledge.

	Signature of Applicant


	Date:        


	Signature of Witness


	Witness Name:
     

	Address:
     


Supporting Documentation Attached (please list)

	1
	     

	2
	     

	3
	     

	4
	     

	5
	     

	6
	     

	7
	     

	8
	     

	9
	     

	10
	     

	11
	     

	12
	     


RPL APPLICATION


FOR


CERTIFICATE III in INVESTIGATIVE SERVICES


(CPP30607)





Please note that this is not an employment application and is solely for the purposes of evaluation for eligibility for consideration for processing an application for RPL (recognition of prior learning) covering competencies contained within the Nationally Recognised Certificate III in Investigative Services. (CPP30607). 





RPL for this certificate is based on prior and or current experience, training and performance.





Certificate III has both factual and surveillance components as well as a professional development and general components.





Dependant on your application, you may be granted the Certificate based on already meeting the requirements and standards of the competencies, granted individual or multiple competencies from the package, be required to complete an assessment or range of assessments, or be granted advanced standing in training thus reducing the training/learning requirement prior to assessment.





Applications are subject to audit by the relevant State/Territory Training Authorities and applicants are reminded to ensure that all information provided can be substantiated in the event of an audit.





Answers are required to be typed into the application form.  Click on the question and the cursor will move to where the answer is to be typed.  The answer box expands automatically.





Where possible please attach copies of supporting documentation to this application.  If you have lost relevant and important documentation please attach a Statutory Declaration listing the lost documentation.





Applicants must be aware that it is a requirement that any RPL application must be retained by your RPL Assessor for 30 years.





If you are unsure of what is required to complete this application please contact your assessor, or the Training Manager who will assist you.





Answers or clarifications of a number of the questions raised, can be researched and obtained from the Internet.
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