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About This Tutorial

This tutorial is designed to assist those IPENZ Members wishing to undergo a competence
assessment for registration on a current-competence register or competence-based IPENZ
Membership. It complements the Competence Assessment Reference Guide (CARG).

The tutorial is aimed at both Application for Admission (AFA) and Continued Registration
Assessment (CRA) candidates, but primarily uses the AFA application forms.

Glossary

Application for Admission (AFA)

AFA candidates are applicants applying for their first successful competence assessment

Continued Registration Assessment (CRA)

CRA candidates are applicants already registered on a current-competence register who are
undertaking assessment for continued registration.
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Which Membership and Register Is Right For Me?

You can apply for IPENZ competence-based membership and one or more of the current-competence
registers at the same time, as aligned with your engineering role.

Professional Engineer (PE)

Engineering Technologist (ET)

Engineering Technician (ETn)

Engineering Role

IPENZ competence-
based membership class

IPENZ-administered NZ
current-competence
register

IPENZ-administered
international register*

Capable of dealing with complex

Capable of dealing with broadly-

Capable of dealing with well-

engineering problems and
activities

defined engineering problems

defined engineering problems

and activities

and activities

Professional Member

(MIPENZ)

Technical Member (TIPENZ)

Associate Member (AIPENZ)

Chartered Professional
Engineer (CPENg)

Engineering Technology
Practitioner (ETPract)

Certified Engineering
Technician (CertETn)

International Professional
Engineers (IntPE)

International Engineering
Technologist (IntET)

* Current-competence registrants must be reassessed at intervals not exceeding five years to maintain registration
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About Competence Assessments

* To obtain entry to an IPENZ competence-based membership class, or registration on a current-
competence register, engineers must show that they are able to practice competently in their practice
area to the standard of a reasonable practitioner in their engineering role (Professional, Technologist
or Technician).

* The assessment is competence-based. This means that (a) there is no minimum time or experience
requirements, but precedent suggests that it is difficult to demonstrate competence in less than four
years of work experience post-graduation, and (b) there is no specific qualification prerequisite.

* Applicants are assessed against a clearly defined competence standard. An application for
competence assessment consists of a portfolio of evidence to prove that the applicant has achieved
the overall standard of competence required.

e The application portfolio centres around a self-evaluation by the applicant, supported by a work history
summary, continuing professional development (CPD) records and referee reports.

* The process is ‘applicant led’ in that applicants are asked to identify their best evidence of
competence. The applicant is asked to provide actual examples of competence. Assessment panels
can not infer competence based on, for example, general descriptions of roles and responsibilities or
career progression.

FAQS about applications
For frequently asked questions about applications click here

ENGINEERS NEW ZEALAND



http://www.ipenz.org.nz/
http://www.ipenz.org.nz/ipenz/join/faq.cfm

Accord-Recognised Qualifications

IPENZ is a member of three international accords that provide international benchmarking of
engineering qualifications.

Four-Year Engineering Three-Year Engineering Two-Year National Diplomas

Degrees Technology Degrees in Engineering

Washington Accord Sydney Accord Dublin Accord

Applicants Without An Accord-Recognised Qualification:

If you are an AFA applicant and your qualifications are not recognised under the above accords and you have
not undertaken significant post-graduate study you will probably need a longer period of experiential learning
than Accord-recognised applicants before being able to demonstrate that you meet the competence standard.

Contact National Office for guidance.
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Required Application Documents

AFA: Assessment for Admission (initial assessment)

CRA: Continued Registration Assessment (reassessment)

* AFA: Competence Assessment for Admission (Form CAO1)

* CRA: Submission for Continued Registration (Form CAQ2)

* Certified copy of academic qualifications/professional
memberships (if not already supplied to IPENZ)

* Certified copy_of academic qualifications/professional
memberships gained since last assessment

* Competence Self Review (Form CAO3)

* CRA Competence Self Review (Form CA13) since last assessment
(Unless practice area changed materially - then fill in CAO3) or
online records

* Work History Summary (Form CA04), annotated CV or online
records

* Work History Summary (Form CAO4) or online records or annotated
CV since last assessment

* Documentation of Continuing Professional Development
Activities (Form CAQ5) or online records

* Documentation of Continuing Professional Development Activities
(Form CAQD5) or online records since last assessment

*Work samples. It is strongly recommended that you provide
work samples to back up the information you provide on Form
CAOS3.

*You do not need to provide any detailed work samples_unless you
want to, but be aware that the assessment panel may request them
from you.

* Referee statements. You must supply your referees with a
Referee Declaration and Evaluation (Form CAOG) and your
completed Self Review (Form CA03). Referees must forward
forms directly to IPENZ National Office. IPENZ members can
coordinate referee inputs online via the assessment section in
the members area of the website.

* Referee statements. You must supply your referees with a Referee
Declaration and Evaluation (Form CAO6) and your completed Self
Review (Form CA13). Referees must forward forms directly to IPENZ
National Office

* Assessment fee (only provide one copy of payment details form)

ENGINEERS NEW ZEALAND
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Credit for Registrants from Other Jurisdictions

Immigrant Engineers

If you are an engineer from overseas who is seeking IPENZ Membership you may benefit from the
international agreements to which IPENZ is a signatory. If registered on the IntPE or APEC Engineer
register you will be given credit for a substantially equivalent assessment in another jurisdiction. This
is referred to as an application by credit schedule.

Click here for more information. If the Credit Schedule indicates that you are eligible for admission to
a competence-based membership class without further assessment, you simply need to fill in an AFA
application form (CAO1) only.

Overseas Work Experience

There is no reason why work undertaken overseas should not be used in an application. In many
cases working overseas provides as opportunity to work on larger scale or different projects, which
adds significantly to an engineer’s capability. Such work can provide strong evidence of competence
in many areas. However, competent engineers arriving in or returning to New Zealand may require a
period of acclimatisation to demonstrate competence in a New Zealand context, depending on the
field of their engineering practice. Candidates are advised to reference several projects/activities
undertaken during that period as part of their self review.
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Completing the Application Form (CA01/CA02)

CAO1 or CAO2?

AFA applicants: Fill in a Competence Assessment for Admission form (CAQ1) if you are applying
for your first successful assessment for an IPENZ membership class and/or registration on one
of the current competence registers. You should also use this form if you are applying for
IPENZ membership via credit schedule.

CRA applicants: Fill in a Submission for Continued Registration form (CAQO2) if you are already
registered on a current competence register and are being reassessed in order to remain on
the register. This tutorial focuses on the CAO1 application form but attempts to be as useful as
possible for both AFA and CRA applicants.

Note: you can apply for one or more of the registers, as well as IPENZ membership with one application.
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Completing the Application Form (CA01/CAQ02)

[if known)
APFLICANT DETAILS

Applicant Details

rmame | | Title

Provide your full name and IPENZ
identity record number, if you Farenames Preferred farename
know It’ and your date of birth. Crate of bith | (dd/mmdyyl Gendaer MO FO

2. PLEASE SELECT WHAT YOU ARE APPLYING FOR
Tick as many boxes as applicable.

Explore the links in the table of REGISTRATION

page 3 of this tutorial before Chartered Professional Engineer Engineenng Technalogy Cerified Enginearing
deciding what to apply for. (cPEngy| L Pracitionsr (ETPrach | ] Technician (CatETr) |

CFPEng by Trans Tasman hutual Internation al Engineerng

Select what you are applying for

Contact Details
3. CONTACT DETAILS

Provide your home and business HomE ADDRESS BusiNEss ADDRESS

addresses and select your

preferred mailing address and the Address; Company:

address you wish to be displayed

on any applicable public registers.

Fosition:

4. QUALIFICATIONS

Qualifications Certified copies of wour qualifications must be provided with wour application if not previously supplied to IPENZ. Pleaze
provide any NZQA assessment of yvour qualification if it is not a Washington, Sydney or Dublin Accord qualification.

List your qualifications Length of
Chrono|0gica||y_ Remember to Gualification qualification | Discipline Education Provider Courntry fear
provide certified copies of any [y=ars)
qual !flcatlons that you have not e, BE (Hors) | Fyea Mechamial Linivergty of Auchland | Wew Ealand 1951
previously provided to IPENZ.
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Completing the Application Form (CA01/CAQ02)

Professional
Memberships/Registrations/Licenses

List any memberships of overseas
engineering bodies or any registrations
or licences to practice which you have
held or currently hold.

Information for Assessment Purposes

6.1 Practice Area

Practice area is determined by (a) the
area within which you have engineering
knowledge and skills; and (b) the nature
of your professional engineering
activities. Assessment panels are
required to assess whether your
practice area description is reasonably
accurate (based on the evidence
presented) and then they will assess
your competence within that practice
area.

6.2 Practice Field(s)

Select the practice field(s) within which
your practice area most closely aligns.
This information is used to assist in
selecting the most appropriate
assessment panel.

ENGINEERS NEW ZEALAND

5. PROFESSIONAL MEMEERSHIPS/ REGISTRATION! LICENSE>

Flease list oo professional memberships, competence graded registrations or licenses thotoooenay hold or hawve
held duing the w,.since ywourlast assessment.

Cerified copies of wourmembershipsfregistrationsflicenzes must be provided with wvour application if not prewviously
supplied to IPENZ

Still zurrent? | Memberships Registration | Year

Institutiond Organi==tion it Murbear grinedicired

ey, Emgireers Avshiia i 130955 4997

6. INFORMATION FOR ASSESSMENT PURPOSES

6.1 PR~CTICE AREA

All applicants are aszesseu 1o competence in their personal practice area. In 15-25 words state this area below. “our
statement should describe both the type of activity wou do and the area in which you consider you have up o date
krowledge and skills. Use statements, not full sentences. (MB — those zeeking continued registration as a Recognized
Engineerunder section 1498 of the Building Act must have ‘dams safety engineering’ included in their practice area.

‘You must repest this information exactly on the front page of the Referes Declarstion and Ewduation (Form
CADE)
£ .o
* degor ofaanne uckies
amyect mangesment of madme shvckie corstrucion

(To view practice area and practice field
examples, see the table on the next page.)

Has your practice area changed materidly since your l=st assessment?
If *¥ES, ple aze note that yvou should il out sel-review fom CATD instead of CA1TZ
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Completing the Application Form (CA01/CA02)

Applicant

Practice Area Examples

Practice Area Description

Practice Field(s)

Engineer 1

* Coastal and Marine Engineering including floating structures
« Dredging reclamation projects M /
e Jetties, breakwater construction

e Submarine pipeline construction

Engineer 2

Civil

Your Practice Area

Description is more

important than your
Practice Field(s).

* Highway design and construction
*Sewerage reticulation and treatment

* Water supply engineering

e Storm water drainage and flood control
e Environmental impact assessments

Civil,
Environmental

Engineer 3

e Senior lecturer in process control and thermodynamics
* Post graduate student supervision
* Research and consultancy in biomass energy and biofuels

Chemical, Bio

Engineer 4

* Precast concrete construction
* Design and construction of steel framed industrial buildings and plant structures

ENGINEERS NEW ZEALAND
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Completing the Application Form (CA01/CAQ02)

7. REFEREES

Referees Mame tn referees who are familiar with your engineering actviies and can provide comment as to whether you
demonstrate competence in each element of the relewant standard. Referees must be independent, i.e. notpersonally
related to you and not expected to gain matedally if your assessment is successful. If one of your referees is from oar
vmployer, itis acceptable that they hawve a professional butnot a personal interest in the outcome of the a2~ C-sment.

»

Record the names and contact

details of your two referees. Note
the ellglblllty criteria. See the Referc=z shauld also have been previously assessed at the level of competenre ~-cZ-zment you are applying far.

Competence Assessment Reference
Guide (CARG) for more details.
Tick the box to confirm:
These referees will need to fill out a *# | hawe supplied both referees with 3 Referee Dedaration and Evaluation (Form CAO0G) and my

. . completed Competence Self Review (Form CACD3) and ashed them to submit Form CAOG to the IPENZ
Referee Declaration and Evaluation Natianal Office,

(Form CAO6) and send it directly to
IPENZ National Office *# | hawe filed in my application deadline date and my practice area on Form CADG

Referas Referas
Name Name

IPENZ Membership Class Applicants

Address Addres=s

AFA applicants should fill out this
section if applying for IPENZ

membership or if you are already an . TO BE COMPLETED BY THOSE APPLYING FOR IPENZ MEMBERSRIF SR

IPENZ member but wish to move to FOR PROMOTION TO ANOTHER CLASS OF MEMBERSHIP
another class of membership

(G|PENZ to M|PENZ, TIPENZ to IPEN£ Zommunications — Please select the level of commu=nia=*T0 50 wish to receive. {Tick one)
MIPENZ etC)_ " greceive IPEML publications, information on IPEMZ short courses and oceasional infarmation from

|'wigh to receive periodical IPEMZ publications and branch newsletters.

|wish to receive only the minimurm necessary communications to continue my membe rship.
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Completing the Application Form (CA01/CAQ02)

Privacy Requirements and Declarations

9.1-93
You must fill in these sections for your
application to be processed.

9.4 For TTMRA Applicants Only

If applying for CPEng via the Trans-Tasman
Mutual Recognition Agreement (TTMRA)
please fill in the details of your RPEQ
registration.

9.5 Declarations and Authorisation for
Membership/Registration

Tick the relevant boxes relating to the
membership classes and registers you are
applying for.

The codes can be viewed here:

IPENZ Code of Ethics

CPENng Code of Ethical Conduct

Code of Ethical Conduct for Competence Registers
IPENZ Regulations for Competence Registers

ENGINEERS NEW ZEALAND

applying forIPENZ membership

9. PRIVACY REQUIREMENTS AND DECLARATIONS

IFENZ will rewsoore copy of application dosimeands =00 05 applicants must respond fo eveny question in this
Mo application will be processea irthey are left blank.

9.1 RETURM OF WORHK SAMPLES

Whak zamples will be destroyed unless you request that they are returned to you. Tidk 'wes to hawve  Yes
a copy of any wak samples returned to you. D

9.2 PueLIcaTiON OF PERSONALDETAILS

IPENZ publizhes the names of all registrants on the appropriate web-based register. “rou can choose to

0.4 For TTMRA APFPLICANTS ONLY

Oetan= o7 .7~ 7 L wwonnin Woeensiand

Crate of Registration Registration Mumber

Conditions on registration (if any)

i you are applying for CPEng wia TTMAEA you must ensure that you read and check the TTMRA declar

DECLARATIONS AND AUTHORISATION FOR MEMEERSHIFREGISTRATION

Ee complete the ap oo clo JoaoSians oy umang e relevant boxes below. Al applicants must tick the fi

‘v eeto be bound by the Rules and Regulations of IPENZ induding the
of Ethics, which may be amended from tim e to time. D

applying for CPEng. | agree to be bound by the current Chanered Professional Engineers Rules, induding
ode of ethical conduct, which may be amended from time to ime. | also agree that | will infomm the
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Completing the Application Form (CA01/CAQ02)

Payment Details

AFA applicants (CAO1):

The fee for Competence Assessments for
Admission (AFA) is payable on submission
of your application and portfolio of
evidence. Use the table on the form to
calculate your likely fee which can be paid
by cheque or credit card. A refund will be
given if the assessment is completed
without needing to use all the assessment
tools you paid for.

CRA applicants (CAO2):

The cost of a desktop assessment for
Continued Registration Assessments
(CRA) based on evaluation of the written
evidence portfolio is covered by the
annual fees so no fee is payable with your
application. However, if the assessment
panel requires the use of additional
assessment tools (such as an interactive
assessment) to complete the assessment,
you will be advised as you will need to pay
a further fee before the panel can
complete your assessment.

ENGINEERS NEW ZEALAND
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Faor office use only.
pplicant Membership Mumber;

OMPETENCE ASSESSMENT FEE

E are required to payfees in advance. The final fee for assessment will depend of the methods of assessment
o fully evaluate yaur competence. Tofadlitate progress, please use the table belowto estimate your likely fee.
nt must be paid when submitting vour application and portfolio of evidence. If further fees are required these

oiced and the assessment will not be completed until the total fee iz paid in full.

Fee= for applications
TIOM OF APPLICATION [inz GST)

underntaking an initial Assessment for Admission where assessmentincludes
op and interadtive assessment

Members of IPEMZ with an exemplar qualification who have been on Competence

ent Programme for three years or mone F1.151.57

METHCD OF PAYMENT

AssESSMENT FEE {INC GST) QWRMTEINS AMOUNT) Flease send a receipt

eque Details — Attach wour cheque to this page (cheque made payable to IPENZ Engineers New Zealand)

bdit Card Detail=s:

Wisa D Bankcard £ hastercard D Amercan Express D

edit Card Mumber

e on card E:xpiry Date
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Completing the Competence
Self Review
(CAO3 or CA13)
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Completing the Competence Self Review Form (CA03/CA13)

The Competence Self Review form is the key document of your application. Through it you must show
that you are able to demonstrate competence against each of the elements of the relevant
competence standard.

CAO3 or CA13?

AFA applicants: If you are applying for entry to one of the competence-based registers, and/or an
IPENZ membership class, fill in a CAO3 form.

CRA applicants: If you are already registered on a current competence register and are required to be
reassessed to remain on the register, and you have had no material change to your practice area, fill
in a CA13 form. If you have had a substantive change to your practice area involving the requirement
to develop new knowledge of underpinning engineering principles, fill in a CAO3 form. Note that a
move into an engineering management role is not considered to be a substantive change of practice
area. If you have been using the online record keeping tool you may like to use an
augmented/updated version of your Self Review Summary report as a substitute.
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Competence Standards

What are competence standards?

Competence standards define key attributes of a
competent professional engineer, engineering
technologist or engineering technician.

Applicants are asked to provide actual examples
of their competence against each element of the
competence standard

The structure of each competence standard is the
same for all three engineering roles, with the key
differentiator being the level of complexity of
engineering problems and activities the engineer
is capable of dealing with. To familiarise yourself
with the standards relevant to your role, click on
the relevant link for:

» Professional Engineer
» Engineering Technologist
» Engineering Technician

ENGINEERS NEW ZEALAND

MNEW IEALAND

inimum standard a person must demonstrate that he/she is able to practice
n hiz/her practice area to the standard expected of a reasonable professional

which the person is able to perform sach of the following numbered slemenis
ctice area must be taken into account in assessing whether or not he/she
erall standard.

end, and apply knowledge of, accepied principles underpinning widely
good practice Tor professional engineering

s a Washington Accord degree or recognised eguivalent qualification or has
onstrated equivalent knowledge and iz able to:

entify, comprehend and apply appropriate engineering knowledge

brk from first principles to make reliable predictions of outcomes

ek advice, where necessary, to supplement own knowledge and experience

ad literature, comprehend, evaluate and apply new knowledge

hend, and apply knowledge of, accepied principles underpinning good
for professional engineering that is specific to the jurisdiction in which
nractices (For CPEng assessment this relates to the jurisdiction of NZ)

monstrates an awareness of legal requirements and regulatory issues within
e jurisdictions in which he/she practices

monstrates an awareness of and applies appropriately the special

Zinsering requirements operating within the jurisdicticns in which he/she
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Completing the Competence Self Review Form (CA03/CA13)

The respective self review forms (CAO3 or CA13) include guidance on the number
of examples to provide and the nature of the information to be provided.

Mamwe of Membership number or dale
B e of birth:

GENERAL GUIDANCENOTES

»  Fill out this form if you are apphing for an Assessmeant for Admission (AFA) onto the competence based registers or
IPENZ mambership o asses. Applicants for Continued Registration (CRAS) should fill in Form CA13.
Questions on this form refer to the relevant standard’. To complete this o0 flos=s rafar to the relevant competence
standard you are being assessad against = Profassional Enginesr (PDF J99kb) (PE), Engineenng 1ewinn: =t (POF
TOkbICET), of Engines ring Technician (POF T1kbI(ET Al
Flease see the table on page 2 for definiions of ‘'complex, 'broadhy-defined’ and ‘well-defined’ engineering achvities
and problems to assist you infilling outthis form.
Use T instead of 'we’ statemants.
Additional information about filling in this form can be found in the Competence Assessmant Registration Guide
(CARG).

SUPFPORTING EXAMPLES AND DOCUMENTATION = IMPORTANT, PLEASE READ BEFORE FILLING OUT FORM

Each secton of this form relates to one of the 12 elemants ofthe relevant competence standard. Under each element you
are asked to describe bwo examples of recent wolk. The examples you select should reflect your practice area as
descnbed in your application form. Your supporting vtk samples should be prowded as per the table below. Please note
that you can use the same piece of wolk for a number of elements and cross refarence from one element to anothar 2. 10
wthar documents in your submission to aweid repetition.

Wihoonidentifying an exampla, large amounts of detail are rot raquired. Whan wou first referancs - example, you should
provice the name of the job, significance ofthe projed (e.g9. size and cost), your role in thopmject and the key issues and
autcom €. Wou should also note the technical ormanagerial complexty of the prios, taking acoount ofthe definiions on
page 2. Eamples cited should demonstrate a level of complexity consist~~Juath the appropriate registens).

ENGINEERS NEW ZEALAND
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Completing the Competence Self Review Form (CA03/CA13)

What should | write?

For each element of the competence standard you are
asked for examples that show you have met the standard
for each element at the level you are applying for
(Professional Engineer, Engineering Technologist, or
Engineering Technician). You should be familiar with the
relevant competence standard at the level at which you are

applying.

Make sure your examples are consistent with your practice
area description! Cross reference your examples to your
work samples, work history and CPD records.

When using the same project/activity for a number of
elements, make sure to provide clear information when first
referencing it. You need not repeat information - cross
reference as appropriate. As a guide you should provide:

A brief summary of the project/activity

The significance of the project/activity (e.g. size and cost)
Your role in the project/activity

The key issues and outcomes

Also note the technical or managerial complexity of the
project, taking into account the definitions provided on page
2 of the form. Examples cited should demonstrate a level of
complexity consistent with the appropriate
register(s)/membership you are applying for.
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Completing the Competence Self Review Form (CA03/CA13)

How much do | need to write?

Lots of information isn’t necessary, you just need to
adequately relate your experiences to the competence
standard in question.

AFA applicants filling out the CAO3 form should record their
two best examples for each element while CRA candidates
(those filling out the CA13 form) need only record their best
example for each element.

Applicants are encouraged to exercise judgement over the

level of detail provided with different examples. Less detail
may be needed for substantial, obviously complex
projects/activities than for smaller scale projects where the
complexities may not be immediately apparent to the
assessment panel.

The objective is to supply sufficient information to enable
straightforward verification of your evidence by the
assessors, and not to leave them with substantive questions
or information gaps that require further investigation to
ensure that the minimum standard has been met.
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Completing the Competence Self Review Form (CA03/CA13)

Remember:

uln

. When detailing your role in engineering projects/activities you should use “I” statements as opposed to “we” even if
you were working as part of a group. It is important to identify those parts of the project for which you took
responsibility and your personal contribution to the project overall. You should also be able to clearly identify any parts
of the project for which you did not have personal responsibility.

. As an applicant it is your responsibility to pick your best evidence for your application. Don’t wait to be asked!

. Assessment panels cannot rely on ‘implied evidence’ - you must use specific examples that best demonstrate your
competence. For example, for Element Ten in an Assessment for Admission (AFA), in which professional engineers
must show that they communicate clearly with the other engineers they deal with in professional engineering activities:

“l am a senior executive and must be able to communicate clearly to perform my job.”

E[ “As a senior executive | chair client meetings, manage contractors and report to senior management. For example...”

. For examples of what could be good evidence in a competence self review you can refer online to the Practice Field
Guidelines for structural, transportation and academic engineering.

. Note that TTMRA applicants only need to demonstrate competence in engineering practice that is specific to New
Zealand - primarily this can be done by filling out Element Two, however, it is strongly recommended that you fill out
Element Eleven as well (to show how you have maintained currency with New Zealand engineering practice).
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Completing the Work History
Summary (CA04)
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Completing the Work History Summary (CA04)

The Work History Summary or annotated CV is a chronological list of your work history including key
details of projects you have worked on, responsibilities and achievements.

CAO4 form, online Competence Development Records or annotated CV?

Work History Summary (CAO4): Fill in the Work History Summary form (CAO4) if you haven’t been
using online recordkeeping and you don’t have an adequately detailed CV.

Online Competence Development / Work History Records: If you have been using the online work
history recording tool you can print these off and use them in place of the CAO4 form.

Annotated CV: If substituting a CV, your CV needs to contain the same data as that used for a job
application (roles, responsibilities, achievements and summary of activities). CVs should relate to
engineering work history only, and ensure that you clearly reference your major responsibilities and
achievements and that these relate to your practice area description.
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Completing the Work History Summary (CA04)

Z

AND

i ? oy in chronological order with the most recent fist. Applicants for Contined Registation Aesessme
What Shou Id I erte . ent. Continue on another page and atach to this form f needed.

A work history summary or annotated CV should show that Merribiership NUrrber or date of Birt
you are working within your practice area. It should be more

| key responsibilities, activities undertaoen, major 2

than just job descriptions, including elaboration on key SR 4 e tq your practice area description.
projects, as well as your major achievements,
responsibilities, and activities in your work.

Essentially your work history needs to show that you have
sufficient experience to have developed your competence to
meet the relevant standard. Use your common sense to do this
efficiently.

If you are going to cite one or several major projects/activities
throughout your self review, the work history summary is
probably the best place to record the generic details of the
project/activity. When citing a project/activity in your self review
you can then cross-reference your work history when necessary.
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Completing the Work History Summary (CA04)

How much do | need to write? Z

AND

. . ony in chronalogical arder with the most recent first. Applicants for Continoed Registation Aesessme
AFA Appl icants: ent. Continue on ancther page and atachto this fom f needed.

If you are an AFA applicant then you should be recording all
of your important work history, with particular emphasis on

i ; i End  mmey | key responsibilities, activities undertaoen, major 2
yo ur laSt f|Ve yea rs. b A Start rrrn.i'g.r:r \= e to wour practice area description.

Mernbership Hurmber or date of birtl

If you have not kept progressive records since graduation it Prasent "
is sufficient to summarise (at the level of general roles and start
responsibilities) the early part of your career and provide
more project activity specific information on more recent
work (the last three years or so.)

It is important that you do not leave big gaps in your work
experience that raise questions for the assessors. If you
have spent time working out of engineering, simply explain
those periods on the form.

CRA Applicants:

If you are a CRA applicant then you only need to record your
work history since your last assessment.
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Completing the Continuing
Professional Development
Activities (CAO05)
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Completing the Continuing Professional Development Activities (CA05)

Your Continuing Professional Development Activities (CPD) show how you have taken steps to retain
and enhance competence in your practice area, and across the full range of competence elements.

CAO5 form or online CPD Activities?

Continuing Professional Development Activities (CAO5): Fill in the Continuing Professional
Development Activities form (CAQOD) if you haven’t been using online recordkeeping.

Online CPD Activities: If you have been using the online CPD recording tool to record your CPD you
can print these off and use them in place of the CAO5 form.
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Completing the Continuing Professional Development Activities (CA05)

What Shou Id I erte? I'bu;ll:etl"-lnbership.fﬂegistmtinn Mumber or date of

ion of activity and learning.
All IPENZ Competence Assessments require you to provide a S s S e PNV

allflcation, re ssarch, di scusslon group s, workshops, symposla,
summary of your professional development activities over RO . A e et oo el
the last five years and any relevant professional i
development activities that occurred outside of this time : i o L L B (L IHHHEE
and impacted substantively on the development of your :

professional engineering competence.

Tick the relevant areas
learning [as approg

You are also required to demonstrate that you have taken
reasonable steps to maintain the currency of your
professional knowledge and skills. IPENZ encourages

members to have a professional development plan in place.
(Details of your plan would be good evidence to include in
element 11 of the competence self review form.)

Enter the specifics of your activity and a summary of the
learning outcomes - How did the learning contribute to your
competence in your practice area?

Tick only those boxes that reflect key areas of learning.
These should be consistent with the detailed description you
have provided on learning and its benefits to your practi~e

ENGINEERS NEW ZEALAND


http://www.ipenz.org.nz/
http://www.ipenz.org.nz/
http://www.ipenz.org.nz/

Completing the Continuing Professional Development Activities (CA05)

hembership/Registration Mumber or date of
birth

How much do | need to write? oo activity ardlearning. W e e

me spent; form of acHvityieg. short coures, confersnces, reading,
allflcation, re ssarch, di scusslon group s, workshops, symposla,
ppllcable i and de serbe e benefitto your practics.

Taken as a whole the CPD you present should show how you i
have taken reasonable steps to maintain your competence ' g E
in your practice area, taking account of the full range of
competence elements.

To meet this requirement we would recommend a
summation of 50 hours per year, but achievement is

assessed on the learning and its application, not the total
hours spent.

The emphasis is on the relevance of CPD, rather than the
guantity of it and for this reason applicants are asked to
comment on the learning or benefits of key CPD activities to
their engineering practice.
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The Referee Declaration and
Evaluation Form (CA06)
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The Referee Declaration and Evaluation Form (CAOG)

You are required to have two referees to support your application for competence assessment.

Who is eligible to be a referee?

You will need two referees to each fill in a Referee Declaration and Evaluation form (CAQG).

Referees should be engineers who have sufficient first-hand experience of your recent engineering activities. They
may have worked with you, or have been one of your clients so that they are in a position to confidently assess your
competence as an engineer and attest to your ethical behaviour. They do not need to be in the same field of
engineering as you.

Referees also must be engineers who have been assessed at least at the same level of competence that you are
applying to be assessed at. For example, a CPEng applicant must provide contact details of two referees who are
CPEnNng or have “CPEng equivalence”. For the purposes of being a referee, CPEng equivalence is taken as meaning
someone who has been assessed to the same level of competence as the CPEng standard, and either been
assessed in the last five years or be a member of a professional engineering body where the engineer has an ethical
obligation to maintain his or her competence. Recognised professional engineering bodies meeting the criterion are
listed here.

Referees also must be independent with no personal interest in the outcome of the assessment. (For example,
having one director of your company as a referee would be acceptable, but not both referees).
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The Referee Declaration and Evaluation Form (CAOG)

You are required to have two referees to support your application for competence assessment.

Referees for CPEng Applicants

Referees for CPEng applicants must fit the same criteria as other referees but they need to be familiar with good
engineering practice specific to New Zealand.

Referees for CPEng Applicants Residing Overseas

Referees for CPEng applicants who have not had their competence assessed by IPENZ and who normally reside
outside New Zealand are encouraged to submit a copy of their CV so that the assessors can make a judgement on
the referee’s knowledge of good engineering practice specific to New Zealand.
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The Referee Declaration and Evaluation Form (CAOG)

What do | do?

You should select two referees using the criteria on the
previous two pages. IPENZ members should coordinate the
gathering of referee inputs through the Assessment section
in the members area of the IPENZ website.

Your referees must fill out the CAO6 form, referencing your
competence self-review form, and submit it to the IPENZ
National Office within two weeks of your application for AFA
applicants, or by the due date as notified by IPENZ for CRA
applicants. The online system enables referees to submit
their evaluations directly to IPENZ.

Make sure that you advise your referees of the due date for
submitting their evaluation and provide them with a copy of
your completed competence self-review (form CAO3). The
online system prompts you to insert a due date and upload
a copy of your self-review.
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Referee Declaration & Evaluation Form (CA06) - Set-up
Page

Initiate electronic requests to your referees by completing and
submitting the following form. Enter one referee at a time.

Your Name:
Cathy Duck

Current Membership Class:
Technical Mermber

Please record your Practice Area:
i{this must be exactly as recorded in section 6.1 of CADL or CAD2),

2

Please select the engineering role yvou are loaking to gaindretain recognition
in

Professional Engineer  Engineering Technaologist Engineering Technician

{PE} {ET) CETR)
O O @]

Requested date for submission of Form by Referees {i.e. the date vou are
intendingsreguired to submit your competence assessment documentation to

IPENZ: | | (ddAmnrms vy

Referee’s First Name:

Referee’s Surname:

Referee’s Email Address

Please upload your Competence Self Review (Form CAD3 or CA13),
so it can be sent to vyour referee:

[ | Browse ]

Continue ==
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Additional Documentation
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Work Samples

The addition of work samples may boost the evidence in your application.

Should | provide work samples?

AFA applicants: If you are applying for Assessment for Admission (AFA) and you are expecting to
undertake an interactive assessment, you are strongly encouraged to submit evidence in the form of
work samples of key examples cited in your Competence Self Review which demonstrate your
competence across most elements of the relevant standard. For example, one sample might show
your risk identification and management skills, while another could demonstrate your engineering
analysis and problem solving skills.

CRA applicants: Applicants for Continued Registration Assessment (CRA) are not asked to present
work samples with their initial submission, however a recent example of your work could make it
easier for the assessment panel to recognise your current competence.
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Work Samples

Examples of work samples

Work samples could be reports, letters, tender analysis documents, reviews etc. If your competence self
review mentions a document as an example for an element, supplying it as a work sample adds to your
supporting evidence.

Work samples might relate to:
- an engineering problem requiring a physical solution - for instance your work may have involved the investigation
and/or design and implementation of a structure, a product, a transmission system or other physical subject
- an engineering problem requiring an abstract solution involving software engineering, information technology,
chemical or some other type of process

- an engineering research project, provided that the work has taken you from investigation and design through to
implementation.

Tips for work samples

The work samples you provide should make it easy for the assessment panel to verify competence. Choose
your examples carefully. The choice of samples is also important as it can help demonstrate that your decision
making demonstrates sound engineering judgment. You should outline at the start of each sample exactly how
and why you have chosen each sample.

ENGINEERS NEW ZEALAND



http://www.ipenz.org.nz/

The Assessment Process
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Compiling an Application

Required Documentation

Make three copies of each document required for your assessment type (excluding the payment
details form) and collate these into three separate bundles containing one of each document.
Send all three bundles to IPENZ national office.

A list of required documents is provided on page 7 of this tutorial.

Note: If you are aware that you are likely to require a knowledge assessment, please provide an
extra set of application documents (four in total).
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Assessment Processes

Once IPENZ has receives your application it will convene an assessment panel of at least two assessors to assess the
application. Assessors are required to use the following assessment processes unless they decide some are unnecessary.

“Desktop” assessment

A review of your portfolio of evidence by the panel.

Interactive assessment

A face-to-face meeting with the assessment panel and an opportunity for you to
present your best evidence personally. You lead the conversation explaining how you
consider your experience in current and prior roles to meet the required standard of
competence. All AFA candidates should expect to undertake an interactive
assessment. Visit to see current interactive assessment timetable.

Controlled written
assessment

The panel may choose a topic for written assignment. This is used as further
evidence for an assessment. The assessors may exempt you from this depending on
your experience, qualification and current position. For more information consult
page 14 of the

Knowledge assessment

Assists in determining the extent to which you meet element 1 of the competence
standards. You will most likely require a knowledge assessment if you do not have a
qualification.

Request for additional
information/referees

ENGINEERS NEW ZEALAND

The panel may request additional information and/or extra independent referees if is
not satisfied with what has been presented. If the requested information is not
received within 6 months your application may lapse.
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Application Processing

Processing Time

Processing time will vary depending on the quality of the application. Typically the turnaround
time is three months but this may increase if assessors need to obtain further information from
the applicant. You may not hear from IPENZ during this period.

Tracking Your Application

IPENZ Members can track the progress of their applications online by accessing the Member
Area of the IPENZ webpage.

See the following pages for instructions.
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Tracking Your Application

) IPENZ Engineers New Zealand - Mozilla Firefox

File Edit View History Bookmarks Tools  Help
b @ b @ ﬁ_l‘ & http:/ e ipenz.org.nzfipenz) |‘| D‘] |

E,‘. Latest Headlines ﬁ Dictionary.com @ IPENZ @ Staff area @8 work History ool & Gmail 3 Facebook @ qwantz.com - dinosa,.. W wikipedia N/ wikkionary || VLW Staff E-mail

ONTACTUS | JOIN | DOWHNLOAD FORMS | CALENDAR | SEARCH | m
g .
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Who We Are Engineering Practice —wia B FUDNLC r e Tfuecation & Career | Employment | Registers | Publications

IPENZ MNEW MEMBER LOG-IN i JOIN

Username _Pic:kering ] .
sin an IPENZ membership class
Passward Join or continue on a competence

based register

've forgatten it) First time logging ir

ENGINEERING CALENDAR

Engines .4 Registers

Professi I D I t Short
“nartered Profeszional Enginee e e !

Courses - View all...

International Professional Enginear

tured
Enginesring Technology Practitionar red Lourses

International Engineering Technologist

Incarporating Climate Change
__ ey Certified Engineering Technician A e

IPEMZ Practice College
IPEMZ Mernbership

s sAchisuers Dmrer - Fhete To track the progress of your
o oot application using your

Media Releases

Engineering Calendar - wWhats

eninuns ezl SUN@ME and IPENZ password.
T Follow the directions if you do not
Futureintech - Caresrs knOW your paSSWOfd_

Enginaering Excellsnce A o Tachlink - Teckrology Education
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Application Tracking

\ﬂ @ __ﬂ /.._\J Search \‘}:"\':(Favorites Q} J - h’;

Jipenz.org.nzfipenz/merbers/default, cfm?nc=527653

If you have an application in
progress it will appear
here in the Members Area.
Click on
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Who We Are | Engineering Practice | Media & Public Policy | Education & Career | Emplo

HOME = MEMBERS

Welcome Cathy to the IPENZ Members Area - Member Humber 2

General
Change Pasanord es
Update Your Detailz ** View/Pay your IPENZ Invoice'" “Your IPENZ e-mail
MNZE Calendar Matifications Log Out Confidential Repor
hMember Benefits Interested in being ag MNZ Judge™

IPEHZ Membership

Your Application
Laz Updated: 051 2005 ~ Wiewy SApplication History

Tutarial on Online Record-keeping for Mot History and Competence Recnrdis CPL Area
raduate Members Lok
Online Referee Request (Beta Test)
Tutorial on Making an Application for Competence Development Records
Competence Aszessment [old system)

Publications Careor Management

R E L E Remuneration Sunreys *== Board Elections 2009/201077
engimeefng of wersiom Mentoring Senices Dizcuzzion Forums
engineefng-diect Carear Management and Graduate Wirual Metwords
Fartfalio
kot topics Mational Office Branch Resources

Interested in "Gettinﬁ alonﬁside 3 Careers
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Tracking Your Application

) IPENZ Engineers New Zealand - Mozilla Firefox

Fil=  Edit “iew History Bookmarks Tools Help
</_:| - @ h @ ﬁ_l‘ & http:fhweew ipenz.org.nzfipenzimembers)Ca-Hiskory/ |‘| D’] "|

E,'. Lakest Headlines E Dictionary.com & IPENZ @ Staff area @8 Work History tool & Groail Facebook @ qwantz.com - dinosa... W wikipedia W/ wiktionary |_| WU Skaff E-mail

ONTACTUS | JOIN | DOWNLOAD FORMS | CALENDAR | SEARCH | m

You can view the
progression of your

a p pl ICatI O n ngineering Practice | Media & Public Policy | Education & Career | Employment | Registers | Publications
.

i a-HIETOR T

Competence Assessment History .

(In order of entry) tO VIeW a
Application received ~ 28/ 23/08 View Details ? CheCkI ISt Of the |temS
Assessment panel assigned to Sppleelish ~ 31703508 . d b .
Interactive assessment scheduled ~ 31/03/05 req u I re y you In
Assessrment panel Requests Further Information from applicant ~ 31/03/08 you r Su bm ISSIOn .
Initial assessment completed, recornmendation made ~ 31/03/08
Competence Assessment Board decision made ~ 28/03/08
application referred back to assessment panel~ 31/03/08
Initial assessment completed, recornmendation made ~ 31/03/08

Competence Assessment Board decision made ~ 31/03/08

CAB propose to decline one or more requests, natural justice offered ~ 20/03/08
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Good luck!

For further enquiries and questions regarding competence assessments or
IPENZ in general, please feel free to contact the National Office.

Phone: 04 473 9444
Fax: 04 474 8933
Email: ipenz@ipenz.org.nz
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