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WELCOME 

 

Welcome to the CITAB Continuing Professional Development (CPD) User Guide for a 

Builder, Swimming Pool Builder or Pest Management seeking CPD Activities. 

 

This guide offers assistance on how to use the CPD section of the CITAB website and 

explains all procedures in a simple format. Feel free to browse the other sections the 

website as you may find there is useful information and industry contacts. 

 

CITAB has online www.citab.com.au or via telephone (02) 9987 4027 support to assist 

you if you need it at anytime.  

 

 

  

Continuing Professional Development background information 
(Extract from the Commissioners Guidelines for Continuing Professional Development, 1 January 2008, Page 2) 

 

Continuing professional development in the broad learning areas specified in this 

document is a requirement for all personal licence and certificate holders in the category 

of general building work or swimming pool building under section 40 (2D) and (2E) of the 

Home Building Act 1989. 

 

The continuing professional development requirements are aimed at maximising 

consumer protection outcomes, maintaining public confidence by ensuring that industry 

participants are continually up-dating their skills, raising the quality of building and 

construction standards, improving safety, and reducing building disputes in the NSW 

home building industry. In particular, the requirements aim at the long term upgrading of 

the professionalism and performance of builders and swimming pool by: 

 improving knowledge, skills and practice across industry in identified areas of 

marketplace concern; and 

 maintaining or improving levels of competence, customer service and business 

management skills in the industry as a whole. 
 

http://www.citab.com.au/
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Accessing the licence holders only section 
 

Licence Holder’s section of the CITAB website has been designed to assist Builders, 

Swimming Pool Builders and Pest Management in finding CPD activities as well as assist 

with questions in relation to CPD Points. 

 

The site can be accessed through www.citab.com.au.  

 Place mouse over the CPD option.  

 

 A scroll down menu will appear with two (2) options 

1. Provider Only 

2. Licence Holders 

 

 Place mouse over the Licence Holder option. 

 

 The following two (2) options will appear: 

1. Find CPD activities  

2. Frequently asked questions 

 

 
 

  

http://www.citab.com.au/
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Find CPD activities 

 

Click on the Find CPD Activities button. 
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The Licence Category page will appear. This is the primary page where you conduct 

a search for any activities or their details. 

 

You are able to search for the following: 

 

 All activities 

 Activities in your region 

 Specific activities and courses 

 Look for a provider by name 

 

 
 

  

The view map hyperlink 
further breaks down the 
regions into cities/suburbs 

See page 23 and 24 for 

definitions of region and 
additional search criteria. 
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Search all activities 

This search will provide you with a full list of activities available in the NSW region and in 

all licence categories. 

 

1. Select the all option from the licence area 

2. Select the all option from the region tab 

3. Click on the get activities button 
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The select activities page will appear, providing you with a list of activities available in 

the NSW region and in all licence categories. 

 

To view the details of the activity click on the view hyperlink, this will take you to the 

activity listing page. 

 
PLEASE NOTE 

CITAB encourages providers of CPD activities to register the activity on the CITAB website however 
there may be activities available that have not been listed on the CITAB website. 

Always check with an activity provider if the activity you are interested in will earn CPD points and 
insist that you get a CPD points receipt. 

 

 

 

See page 23 and 24 for 

definitions of course area and 
activity specialisation. 
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The activity listing page will open giving you a summary of the activity.  

 

By following the hyperlinks you are also able to search for the following: 

 Click on the Activity name to view a full profile of the activity 

 Click on the Provider name to view the details of the organisation and for 

a list of other activities they provide. 

 Click on the CPD Code definition of the two (2) codes 

 Click on the View Map for a break down of each region 
 

See below for where the hyperlink options are located on the activity listing page. 

 

From this page you are also able to view the following: 

 Duration – The length of time it will take to complete the course 

 Cost – The fees for partaking in the activity.  
(Please note: if costs are not listed contact the provider by clicking on the provider hyperlink.) 

 Points – The amounts points the activity attracts 

         

  

See page 23 and 24 for 

definitions of course area, 

activity specialisation, 
delivery options and duration. 

PLEASE 

NOTE 
 
This image 
has been 

magnified 

for easier 

viewing and 

is apart of 

the above 

page. 



 CPD – Licence Holder’s Web Guide 
 

 
September 2008  Page 10 of 25 

 

Search for activities in your region 

This search allows you to seek activities in a particular region of NSW.  This example 

shows activities available in the Hunter region in the Builder licence category. 

 

1) Select the Licence type that applies to you  

2) Select the Region that you wish to do the activity in, and 

3) Click on the Get Activities button. 

 

PLEASE NOTE 

The region is not a compulsory part of the search.  

If you do not select a region a list will be provided of all courses available in 

NSW. 
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The select activities page will appear, providing you with a list of activities available in 

the NSW region and in the licence category chosen. 

 

To view the details of the activity click on the view hyperlink, this will take you to the 

activity listing page. 

 
PLEASE NOTE 

CITAB encourages providers of CPD activities to register the activity on the CITAB website however 
there may be activities available that have not been listed on the CITAB website. 

Always check with an activity provider if the activity you are interested in will earn CPD points and 
insist that you get a CPD points receipt. 

 

 

 
  

See the appendix on page 23 and 24 

for definitions of course area, 
activity specialisation.  
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The activity listing page will open giving you a summary of the activity.  

 

By following the hyperlinks you are also able to search for the following: 

 Click on the Activity name to view a full profile of the activity 

 Click on the Provider name to view the details of the organisation and for 

a list of other activities they provide. 

 Click on the CPD Code definition of the two (2) codes 

 Click on the View Map for a break down of each region 
 

See below for where the hyperlink options are located on the activity listing page. 

 

From this page you are also able to view the following: 

 Duration – The length of time it will take to complete the course 

 Cost – The fees for partaking in the activity.  
(Please note: if costs are not listed contact the provider by clicking on the provider hyperlink.) 

 Points – The amounts points the activity attracts 

         

 
  

See page 23 and 24 for 

definitions of course area, 

activity specialisation, 
delivery options and duration 

PLEASE 
NOTE 

 
This image 

has been 
magnified 

for easier 

viewing and 

is apart of 

the above 

page. 
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Find specific activities and/or courses 

From this page you are able to search for the details of a specific activity that you are 

interested in. This example is of OHS General Induction for Construction in NSW 

available for Builders in the Metropolitan Sydney area. 

 

1) Select the licence type that applies to you 

2) Select the region you wish to do the activity in 

3) In the additional search criteria (the box on bottom left side of the 

page) enter the name of the activity, and 

4) Click on the get activities button 

 

 
 

PLEASE NOTE 

The search may not give you any results if it does not recognise the activity name. 
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The select activities page will appear, providing you with a list of activities available in 

the NSW region in all licence categories. 

 

To view the details of the activity click on the view hyperlink, this will take you to the 

activity listing page. 

 
PLEASE NOTE 

CITAB encourages providers of CPD activities to register the activity on the CITAB website however 
there may be activities available that have not been listed on the CITAB website. 

Always check with an activity provider if the activity you are interested in will earn CPD points and 
insist that you get a CPD points receipt. 

 

 

 

 
  

See the appendix on page 23 and 24 

for definitions of course area, 

activity specialisation.  
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The activity listing page will open giving you a summary of the activity.  

 

By following the hyperlinks you are also able to search for the following: 

 Click on the Activity name to view a full profile of the activity 

 Click on the Provider name to view the details of organisation and other 

activities they provide. 

 Click on the CPD Code definition of the two (2) codes 

 Click on the View Map for a break down of each region 
 

See below for where the hyperlink options are located on the activity listing page. 

 

From this page you are also able to view the following: 

 Duration – The length of time it will take to complete the course 

 Cost – The fees for partaking in the activity.  
(Please note: if costs are not listed contact the provider by clicking on the provider hyperlink.) 

 Points – The amounts points the activity attracts 

 

  

See page 23 and 24 for 

definitions of course area, 

activity specialisation, 
delivery options and duration. 

PLEASE 
NOTE 

 
This image 
has been 

magnified 

for easier 

viewing and 

is apart of 

the above 

page. 
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Find a provider 

This search option allows you to search for a particular provider of CPD activities. This 

example is of Swimming Pool Builders seeking activities in the North Coast NSW 

area by the provider, TAFE. 

 

1) Select the licence area that applies to you 

2) Select the region you wish to do the course in 

3) In the additional search criteria enter the name of the provider, and 

4) Click on the get activities button 
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The select activities page will appear, providing you with a list of activities offered by 

the provider chosen.  

 

To view the details of the activity click on the view hyperlink, this will take you to the 

activity listing page. 

 
PLEASE NOTE 

CITAB encourages providers of CPD activities to register the activity on the CITAB website 
however there may be activities available that have not been listed on the CITAB website. 

Always check with an activity provider if the activity you are interested in will earn CPD points and 
insist that you get a CPD points receipt. 

 

 

 

  

See the appendix on page 23 and 24 

for definitions of course area, 

activity specialisation.  
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The activity listing page will open giving you a summary of the activity.  

 

By following the hyperlinks you are also able to search for the following: 

 Click on the Activity name to view a full profile of the activity 

 Click on the Provider name to view the details of organisation and other 

activities they provide. 

 Click on the CPD Code definition of the two (2) codes 

 Click on the View Map for a break down of each region 
 

See below for where the hyperlink options are located on the activity listing page. 

 

From this page you are also able to view the following: 

 Duration – The length of time it will take to complete the course 

 Cost – The fees for partaking in the activity.  
(Please note: if costs are not listed contact the provider by clicking on the provider hyperlink.) 

 Points – The amounts points the activity attracts 

 

  PLEASE NOTE 
 
This image has been magnified 

for easier viewing and is apart of 

the above page. 
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Frequently Asked Questions (FAQs) 

 

The Frequently Asked Questions (FAQs) has been designed to help you with queries on 

how to earn CPD points, tell you of any changes to the system and record keeping. 

 

 The FAQ section can be found by: 

1. Placing your mouse over the CPD option on the CITAB homepage 

 

 Two (2) scroll down options will appear 

2. Click on the Frequently Asked Questions option 
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Contents of FAQs 

The content of this page has been broken down in to seven (7) topics to make 

navigating the FAQs of the Licence Holder page simple to find. 

 

The seven (7) topics are as follows:  

1. General questions  

2. Transition issues 

3. Activity questions 

4. Record keeping 

5. Old system questions 

6. New system questions 

7. Samples of points collection and application to renewal of licence 
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How to Navigate the FAQ 

 

1) Click on one of the seven (7) topics, for example the Activity questions 
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2) The navigator will take you to search. 

 
 

 
   

PLEASE NOTE 
 
This image has been magnified 

for easier viewing and is apart of 

the above page. 
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Definitions 

Term Definition 

Activity  The RTO or provider activity names used identify the 

activity. 

Activity Number This number is automatically generated from the CITAB 

website and should appear on the receipt issued to you by 

the provider. 

Also, see CPD points receipts for more information. 

Activity Specialisation Specialisations are subsets of the course area and reflect 

the generic course/activity content.  

Additional Search 

Criteria 

You can use this box to add information to narrow down the 

search. A single word (ladder) or a short phrase (ladder 

safety) is much better than a full sentence. 

Award What you will receive as a result if the course example: 

statement of competency, certificate of completion or 

qualification. 

Course Area This is the general descriptions as issued by Office of Fair 

Trading CPD Structure.  

Also, see CPD topics for a list of the topics. 

CPD Code Refers to the category and points allocation as agreed by 

Office of Fair Trading for all CPD Activities. 

CPD points receipt 
The CPD receipt is issued by the provider of the activity and 

must contain the following: 

1. Your name, contact details and OFT licence or 

certificate number 

2. Title of the course/event/activity/training and the 

CPD topic area covered 

3. Course code (if any) 

4. Date, time and place of the course/training/event/ 

training 

5. Duration of the course/training/event/training 

6. Type of assessment (if applicable) 

7. Name of the trainer and organization 

8. CPD points earned 

 

If you went to formal learning for 2 points per hour, you will 

need to be given a Qualification, Certificate, or Statement of 

Attainment/Achievement/Attendance specifying what has 

been assessed.  
 

Refer to the FAQs section of the website for more 

information on record keeping. 

  

http://www.citab.com.au/CPD/FAQ.aspx?Faq=Licence&Page=Licence
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Term Definition 

CPD Topics  

(also referred to as course 
area) 

Current there are eight (8) topic areas: 

1. Technical Building Skills 

2. Sustainability 

3. Compliance 

4. Communication 

5. Dispute resolution 

6. Contracts 

7. Safety 

8. Business Management 

You must achieve points against at least one area in each 

year. 

Delivery options The way in which the organisation distribute the activity for 

example, full time, part time, online delivery. 

Duration The length of time it takes to complete the activity 

Region This structure is based on the Tourism NSW regional areas. 
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Definition of the CPD Points by OFT 
 

CPD for builders and pool builders 

From 1 January 2008, CPD activities earn you either 1, or 2 points per hour or up to 4 

points per year. You must undertake activities related to at least one of 8 Continuing 

Professional Development topics to make up 12 points per year. 

Lunch and travel time do not count towards points. 

Up to 11 surplus CPD points earned in a year can be carried forward for 12 months. 

1 point per hour learning 

To earn 1 point per hour, the learning must: 

 relate to one of 8 topics 

 have an identifiable learning outcome, which means you are 

able to say what it is you have learned 

 be interactive, which means you must participate to complete 

your learning 

 be delivered as a course, workshop, trade session, forum or 

conference as either an online or e-learning activity or a face-

to-face activity where you participate in person 

 be delivered by an organisation or person with specialist 

industry expertise.5 

2 points per hour learning 

To earn 2 points per hour, the learning must: 

 relate to one of 8 topics 

 have an assessable learning outcome (this means 

your learning is linked to a National Training Package or an 

Australian university qualification) 

 be delivered by an Australian university or a Registered 

Training Organisation (RTO). 

Other CPD point options 
You can earn a maximum of 4 points per year by employing apprentices or trainees 

AND/OR if your partner or associate undertakes CPD activities on behalf of the business. 

Employing apprentices or trainees 

You can earn 1 CPD point per year for each person you employ under a formal training 

arrangement such as an apprenticeship or traineeship. If you don't have a partner or 

associate to earn CPD points for your business, you can earn a maximum of 4 CPD 

points per year from employing apprentices or trainees. 

Partner or associate's learning 

Your partner or associate can undertake 1 or 2 points per hour learning on behalf of the 

business. If you don't employ apprentices or trainees, you can earn a maximum of 4 

points per year from your partner or associate's learning. 

If you employ apprentices or trainees AND you have a partner or associate who wants to 

undertake learning on behalf of the business, the total number of CPD points you can 

earn from these activities combined is 4 per year. 


