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[bookmark: _Toc160707310][bookmark: _Toc160045518]Introduction
This user guide is for these functions in the Classification Portal at classificationportal.classification.gov.au:
submitting an accreditation request to become an accredited classifier under section 22M of the Classification (Publications, Films and Computer Games) Act 1995 (Classification Act)
seeking approval for the ‘accredited classifier’ role in an organisation
assigning the ‘AC manager’ role in an organisation.
Under section 22K of the Classification Act, an accredited classifier is a person approved by the Secretary of the department to classify films and/or computer games on behalf of organisation/client(s). The accredited classifier role is only available to those users who have been approved.
The organisation is the publisher or distributor of the film or computer game.
You can learn more about accredited classifiers at classification.gov.au/for-industry/accredited-classifiers.
You can learn how to link organisations in the Portal FAQ user guide at classification.gov.au/for-industry/frequently-asked-questions-and-guides.
[bookmark: _Toc160707311]Before you start
Before you start, you must:
have a Portal account
know the organisation/client name in the Portal
know the administrator of the organisation in the Portal.
If you do not know the administrator, please contact your organisation/client. 
[bookmark: _Toc160707312]Submitting an accreditation request
1. Log into the Portal and select Profile Management.
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Select Accreditation Requests from the Profile Management menu.
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Select Create New Request. The Accreditation Requests page will display any existing accreditation details. 
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Read the information about AC Applications and select the relevant option for either New Request or Renewal, then Save and Next.
Select New request if you are applying for accreditation for the first time. 
Select Renewal if you are accredited and your accreditation is about to, or has, expired. 
You can submit the renewal:
before your accreditation expiry date. If approved, you will be accredited for 2 years from the approval date.
on or after your accreditation expiry date. However, you will lose access to the accredited classifier functions in the Portal when your accreditation expires, until you have been accredited again.
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Check if your contact details are correct, then select Save and Next. If you need to update them, select Profile Management and update your details.
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Select the relevant radio buttons for:
the type of content you wish to classify
if you have completed the relevant training in the past 12 months, and 
if you have completed the relevant exam and achieved a mark of 90% or higher in the past 12 months. 
If you select no to the training and/or exam questions, a message will appear instructing you to do so before submitting your application.
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Select the radio buttons for the below questions, and then select Save and Next.
Suitability to become an accredited classifier.
If you select yes to this question, a free text field will appear. 
Please input text in this field to explain why you have selected Yes, including  any offences you have been convicted of relating to fraud and dishonesty, or any involvement in an organisation which may be inconsistent with your suitability to classify films and computer games, or any other relevant matter. You can also include an explanation of how you believe that despite this, you have the ability to uphold the integrity of the National Classification Scheme and protect children from harmful content.
current or previous status as an authorised assessor.
revocation of status as an authorised assessor.
barring notices as an authorised assessor.
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[image: ]You can download a summary of your Accredited Classifier application by selecting Download summary. Then, review the declaration and select the tick boxes to agree and select Submit.
A message will appear notifying you that your application has been submitted.
The department will process your application and notify you of the outcome via the email address provided on your application.


[bookmark: _Toc160707313]Requesting the ‘accredited classifier’ role in an organisation
To submit a decision as an AC on behalf of your organisation/client, you must first be approved as an ‘accredited classifier’ for the organisation in the Portal.
1. Select Profile Management from Your Dashboard.
[image: ]
Click Representing Organisations.
[image: ]
Select Add Another Organisation to add the organisation you will be submitting on behalf of.
If you are already part of the organisation, please contact the administrator of the organisation and ask them to approve you as an AC using the steps in Approve an AC to submit decisions on behalf of your organisation.
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Enter the name of the organisation and select Next.
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Select the organisation from the search results then select Next.
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Review the information and select Accept Confirmation. Then select Submit.
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[bookmark: _Approve_an_AC]The administrator will be notified of your request. Once they approve your request, you will receive a notification in the Portal.


[bookmark: _Toc160707314]Approve a user who has requested the ‘accredited classifier’ role in your organisation
The administrator of an organisation must approve a user as the ‘accredited classifier’ role before they can submit decisions on behalf of the organisation. The administrator will be notified when a user requests the role in the Portal. 
Please note that users approved for the ‘accredited classifier’ role are able to view all submissions made for your organisation.

1. Select Profile Management from the main Portal Dashboard. [image: ]
Select Representing Organisations. 
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Select the organisation you wish to approve an AC for by selecting the downward facing chevron, then  View Details. 
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Select Manage Users. 
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Select the user requesting to be an AC for your organisation.
Select the downward facing chevron to the right of their name and select Update Access. [image: C:\Users\PDOHER~1.INT\AppData\Local\Temp\1\SNAGHTML75c0d52.PNG]
Select the User role ‘Accredited Classifier’ then select Save Changes. [image: ]
The AC will receive a notification that they are now able to submit classifications on behalf of your organisation.


[bookmark: _Toc160707315]Assigning an ‘AC Manager’ for your organisation
The AC manager is the user in your organisation who you have nominated to receive any correspondence relating to decisions made by user(s) with the accredited classifier role. 
4. Select Profile Management from the main Portal Dashboard. [image: ]
[image: ]Select Representing Organisations.
Select the organisation you are assigning an AC Manager to by selecting the downward facing chevron, then View Details.
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Select Manage Users. 
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[image: C:\Users\PDOHER~1.INT\AppData\Local\Temp\1\SNAGHTML75c0d52.PNG]Select the user who is the AC Manager for your organisation, then select the downward facing chevron to the right of their name and select Update Access.
Select the User role ‘AC Manager’ then select Save Changes. 
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Accredited Classifier Application

Privacy and your personal information

The privacy and security of your personal information is important to us, and is protected by law.
We collect this information to provide payments and services. We only share your information
with other parties where you have agreed, or where the law allows or requires it.

You can learn more at infrastructure.gov.au/privacy.

When to use this form

Use this form if you wish to apply to become an accredited classifier, or renew your
accreditation, under section 22M of the Classification (Publications, Films and Computer
Games) Act 1995 (the Act).

Accredited classifiers can classify films and computer games that will be made available in
Australia.

Before you submit this form

‘You must be a suitable person to become accredited to classify films and computer games. You
must conduct your duties in a responsible and honest manner to maintain:

« the integrity of the National Classification Scheme

« protection of children and others from unsuitable or unsolicited content.

Before you submit your application, please complete the pre-requisite training and achieve an
exam pass mark of 90% or higher, as relevant, in the previous 12 months.

If you've completed the training modules in the previous 12 months, you don’t need to complete
them again. You can go straight to the exam.

For more information

Please call us on +61 2 6136 7111 for assistance to complete this form or visit
www.classification.gov.au/for-industry/accredited-classifiers.

Select accreditation request type

O New request O Renewal

Save and Next
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Application information

Which type of content are you applying to classify under the accredited classifier program? *

O Films only
O Computer games only

@ Both films and computer games
Have you completed the relevant training modules in the past 12 months? *

Or @

Have you completed the relevant exams in the past 12 months and achieve a mark of 90% or higher? *

Or @
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Have you completed the relevant exams in the past 12 months and achieve a mark of 90% or higher? *
O No @ Yes

Is there any reason why you would not be a suitable person to become an accredited classifier? *

O No O Yes

Are you currently, or have you previously been, an authorised assessor under the Act? *

O No O Yes

Has the Australian Classification Board ever revoked your status as an authorised assessor under any scheme? *

O No O Yes

Has the Australian Classification Board ever barred you from using an authorised assessor scheme? *

O No O Yes
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Connect to Organisation

Business or Organisation Name *





image15.png
Below are Organisations already in our system that look similar. If you would like to connect to one of these please select
it from the list below, otherwise tick the “My organisation is not here” checkbox and continue.

Search Results

« Organisation Name ¢ ABN Trading Name City StateProvince Country

v

My organisation is not here
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You are Requesting Access to an Organisation

An email il be sent to the organisational administrator to consider your request. The organisational administrator may impose
requirements on users on behalf of the organisation as a condition of their access to the portal

To request access to an Organisation you must make the following declaration.

1 declare that.

« I have read and agree to the Classiication Portal Terms and Condtions

« I acknowledge that an email will be sent to the organisational administrator to consider my request and that the.
‘organisational administrator may impose requirements on users on behalf of the organisation as a condition of access to

the portal

Organisation Summary

Business or Organisation Name *

‘Trading Name

ABN

Are you registered for GST? *

No Yes

Website

Previous

city

Postcode *

Country *
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Select User Roles

Please select the access levells required. Please
note that all accounts are able to add funds to your
organisation's account.

Select all that apply:

Standard Account

I:‘ Finance

I:‘ Administrator
[ ] AC Manager

Accredited Classifier

Select User Contact Types

This information is used only if we need to contact
your organisation. If appropriate, please nominate
if this account is a contact point.

Select all that apply:
I:‘ Manager

I:‘ Primary Contact

m Secondary Contact
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