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Authorised Instructor Policy Statement 
 

1. OBJECTIVE 
To provide information to all SSAA ACT Inc. Disciplines, Clubs and Sections on the authorisation and 
authority of authorised instructors on the SSAA ACT Inc. Range Complex.  

2. POLICY OVERVIEW 
The SSAA ACT Inc. provides access to unlicensed shooters to train in the safe use of firearms through 
firearms safety training and use. To enable this, as provided for by the Firearms Act, the SSAA ACT 
Inc. train and endorses instructors through the Authorised Instructor process. The ACT Firearms 
Registry issues certification to these instructors.  

SSAA ACT Inc. Authorised Instructors can also be endorsed by the SSAA ACT Inc. to provide their 
services to SSAA ACT Inc. Clubs, Sections and Disciplines for approved activities, such as beginners 
nights, corporate events and fundraising activities.  

SSAA ACT Inc. can also approve Authorised Instructors to provide support to other activities of the 
SSAA ACT Inc. such as Open Days.  

3. ROLES AND RESPONSIBILITIES 
The following are the Roles and Responsibilities of SSAA ACT Inc. Authorised Instructors and the 
SSAA ACT Inc. in supporting the SSAA ACT Inc. Authorised Instructors:  

• Instructors should have knowledge of the aims and objects of SSAA ACT Inc.; 
• Instructors should have good knowledge of the SSAA ACT Inc. Code of Conduct; 
• Instructors must have good knowledge of the SSAA ACT Inc. Range Rules and Standing 

Orders; 
• All SSAA ACT Inc. Firearms Instructors do so on behalf of SSAA ACT Inc. and its Clubs, 

Sections and Disciplines; 
• SSAA ACT Inc. will support appropriate SSAA ACT Inc. Authorised Instructors to assist at the 

SSAA ACT Inc. Safety Courses; 
• SSAA ACT Inc. will support SSAA ACT Inc. Authorised Instructors to assist within their Clubs, 

Sections and Disciplines in the training and instruction of unlicensed shooters and unlicensed 
persons on SSAA ACT Inc. Open Days and other authorised occasions on the SSAA ACT Inc. 
Range Complex.   

• All firearms safety courses are to be conducted under the SSAA ACT Inc. approved Firearms 
Safety Course in the organised safety course structure.  

• Authorised Instructors will not charge a fee for their services.  



4. PROCESS OVERVIEW 

4.1. NEW INSTRUCTORS 
A member can be nominated by an SSAA ACT Inc. Club, Section and/or Discipline to complete the 
SSAA ACT Inc. Instructors Training Course. The SSAA ACT Inc. Club, Section and/or Discipline should 
provide this nomination and details of the proposed new instructor to the SSAA ACT Inc. Secretary 
and SSAA ACT Inc. Officer with SSAA ACT Inc. authorisation to run the SSAA ACT Inc. Instructors 
Course. 

Upon successful completion of the SSAA ACT Inc. Instructors Training Course, the person will 
provide:  

• Copy of current Firearms License; 
• Nomination by the Club, Section and/or Discipline, CSO, CRO or Chief Instructor of the 

person to become an SSAA ACT Inc. Authorised Instructor; 
• A copy of a valid Working with Vulnerable People card.  

Clubs, Sections and Disciplines can only recommend an Authorised Instructor for the category of 
firearm that they regularly shoot and that a person is individually licensed to possess and use.   

The SSAA ACT Inc. Secretary will ensure that an application is not progressed until all of the above 
requirements have been met and will ensure that a recommendation from an appropriate SSAA ACT 
Inc. Club, Section or Discipline is received for each category of firearm included on the renewal 
application.  

The SSAA ACT Inc. will recognise a person’s completion of a different ACT Firearms Registry 
approved Instructor Training Course, provided confirmation of the successful completion is provided 
by the SSAA ACT Inc. Clubs as approved by the SSAA ACT Inc. Council. 

4.2. INSTRUCTOR RENEWALS 
SSAA ACT Inc. Authorised Instructors and Clubs, Sections and Disciplines are responsible for ensuring 
instructors that are still required are progressed through the SSAA ACT Inc. Authorised Instructor 
renewal process within an appropriate timeframe.  

The SSAA ACT Inc. Secretary will email the approved SSAA ACT Inc. Club, Section or Discipline 
coordinator to progress a renewal with the SSAA ACT Inc. approved Instructor Renewal form. The 
email will also reiterate that continued recommendation of the Authorised Instructor is required by 
the SSAA ACT Inc. Club, Section and/or Discipline Coordinators.  Clubs, Sections and Disciplines can 
only recommend an Authorised Instructor for the category of firearm that they regularly shoot and 
that a person is individually licensed to possess and use. The CRO, CSO or Chief Instructor can also 
endorse the Authorised Instructor for renewal.  

The SSAA ACT Inc. Secretary will ensure that a renewal is not progressed until all of the requirements 
have been met and will ensure that a recommendation from an appropriate SSAA ACT Inc. Club, 
Section or Discipline is received for each category of firearm included on the renewal application.  

4.3. FIREARMS REGISTRY 
The SSAA ACT Inc. will send its endorsement of a person to become or continue as an Authorised 
Instructor to the ACT Firearms Registry and will include the following information: 

• Full name of the Instructor 
• Categories that are to be issued on the certificate 



• NSW Firearms license number (only for NSW residents) 

The ACT Firearms Registry may then approve a person to become or remain an SSAA ACT Inc. 
Authorised Instructor and issue a certificate.  

4.4. DOCUMENTATION 
Certificates are to be scanned and emailed to the Instructor. The certificate will be saved to the 
instructors file on the Secretary laptop.  

Each Instructor has an electronic file (SURNAME, FIRST NAME) 

The file should include the following documents 

• Application to become an instructor or renewal 
• WWVP card 
• Copy of the certificate 
• Endorsement emails for new and renewals 

The SSAA ACT Inc. Secretary will update the SSAA ACT Inc. Authorised Instructor register with all of 
the appropriate information.  

 

Approved by SSAA ACT Inc. Council on 3 December 2024 
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