
 

 

 

 
Executive Summary 

 
This document provides step-by-step instructions for Mental Health First Aid (MHFA) instructors to renew 
their Instructor License Agreement and maintain active membership for 2026.  

The process involves four key steps: 

• Access the Instructor Portal 

• Review Membership Status and Deadlines 

• Read and Acknowledge the Instructor License Agreement 

• Pay the Annual License Fee 

 

Instructors have two payment options:  

• Pay yourself, or  

• Nominate someone to pay on your behalf. 

 

Important Notes: 

New instructors licensed after 1 November 2025 and before 31 October 2026, are exempt from the 2026 
Annual License Fee for their first year. 

If membership remains lapsed even after completing both steps, it might indicate an expired Working with 
Children Check (WWCC) or Working with Vulnerable People Check (WWVP). 

 

The document emphasises timely compliance to maintain credentials and provides detailed guidance for 
both self-payment and third-party payment processes. 

 
 

  



 

Instructions for reading and agreeing to the Instructor License Agreement 
Step 1: Navigate to your Instructor Portal by navigating to the MHFA website and selecting the Instructor 
login option. This will take you to the Instructor Portal login.  

 
 

 

Select "License Maintenance" 

 

 
 

 

Select "Program Membership" 
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Step 2: Know the information on your screen before making any decisions or purchases. 

The Membership panel will update your details based on data we have in the system and the actions you 
take. See below for an explanation of each component. 

 
First Licensed Date: The date you first become an Instructor with MHFA Australia. 

Years in Program: Calculated number of years in the Program since your First Licensed Date. 

Expiry Date: The last day of the current License Period. 

Agreement Signed Date: Calculated based on the date you acknowledge and agree to the Instructor 
License Agreement. It will populate when you select the “Submit” button. 

Payment Date: Calculated based on the date the payment is processed in the MHFA Shop for the 2026 
Annual License Fee product purchase. 
>> Please ensure the email you use at checkout is the same email we have in your Portal. 

Due Date: The Agreement and License Fee need to be actioned by 31/03/2026. Failure to do so will result 
in the Program Membership lapsing (all Licenses and Credentials). 
>> This date remains after you have met requirements, as it’s the static due date for all Instructors.  

 

Your current membership status is reflected in the top right-hand corner of the membership panel. 

 
Different membership statuses: 

Due: You have not yet acknowledged the Agreement and/or paid the License Fee. 

Current: You have acknowledged the Agreement AND paid the License Fee. This will be calculated when 
the Agreement Signed Date AND Payment Date are populated with dates after 16 December 2025. 

For Instructors who first become Instructors after 1 November 2025 and up to October 31, 2026, the 
Annual License Fee is not payable. Your Payment Date will be populated automatically when you 
successfully complete your Instructor Training Course. 

Lapsed: If you have not acknowledged the Agreement AND paid the License Fee by 31/03/2026. The 
Program Membership will also lapse if your WWCC/WWVP is not current. 

If Lapsed, you will be restricted from accessing all menus, except for the License Maintenance menu. This 
will allow you to perform the process you need to get your membership back to Current.  



 

Step 3: Read and acknowledge the Instructor License Agreement. 

 

 
The Read Instructor Agreement button opens a PDF version of the Instructor License Agreement and will 
always be available to download and view.  

When you are ready to accept the agreement, select and check box and select Submit. Today’s date will 
automatically populate in this section. It cannot be edited or changed. 

 
 
Select the Done button to ensure the agreement date is captured. 

 
You will know this is successful when today’s date populates in the Agreement Signed Date. 

 
 

 

The checkbox, date field and submit button will disappear from view in the Instructor License Agreement 
section once the Agreement is acknowledged and accepted.  



 

Step 4: Pay the Annual License Fee 

This section will appear when the Payment Date (in the Membership panel) is not current (after 16 
December 2025). When the Payment Date in the Membership panel is current, this section will disappear 
from view.  
This avoids you potentially paying the Annual License Fee twice. If this panel is visible, it means that you 
have not yet paid the 2026 Annual License Fee. 

 
You have two options to pay your Annual License Fee: 

• I’m paying this myself 

• Nominate someone to pay on my behalf 

I’m paying this myself 

Select the button titled I’m paying this myself. 

>> for a seamless experience, open a separate tab/window in your browser and log in to the MHFA Shop 
before completing this step. 

 
Selecting this button will open a new tab and take you to the MHFA Shop. It might take you to the login 
page. If it does, login to your shop account. With Single-sign-on, it should be a same login details as your 
Instructor Portal. 

Once logged in, navigate back to the Instructor Portal and select I’m paying this myself again. This time it 
should navigate you directly to the Annual License Fee product in the shop. 

 

 
  



 

In the MHFA Shop, select the “Add to cart” button to confirm your selection.  

 
 

 

When you’re ready, select the Checkout button to proceed to payment. 

 
 
  



 

At the checkout screen, please check the following information: 

 
Ensure the email address used at checkout matches the one in your Instructor Portal. This guarantees your 
payment is automatically linked to your membership. 

This is the email address we used to send you the Instructor Agreement and Annual License Fee email. 

Also ensure that all mandatory fields are up to date. If you are a returning customer, this information is 
usually pre-populated with the details from your previous order. 

 

If paying by invoice, your membership will not update until the payment is received and matched to your 
account.  

 

 

If you are purchasing on behalf of someone else, OR, you are purchasing more than 1 Annual License Fee, 
please ensure that the name of the Instructor(s) you are purchasing for are typed out in the Order notes 
section of the checkout. 

 
 

To complete the transaction, ensure the following check boxes are ticked: 

• Terms and Conditions 

• recapture (I’m not a robot) 



 

 
Once you are ready to complete the transaction, select the Place order button. 

 
Once your order is complete, you can navigate back to the Instructor Portal. 

The ‘Payment Date’ field in Membership panel page might take up to 15 minutes to appear on your 
Instructor Portal after your payment is received.  

The Membership status will change to CURRENT when the payment is processed and the Agreement has 
been acknowledged.  

 

Please note: if your membership is Lapsed, even after both the Payment Date and 
Agreement Signed Date are current (dates after 16 December 2025), it means that your 
Working With Children Check (WWCC) or Working with Vulnerable People check (WWVP) 
might not be up to date. Your membership will remain lapsed until this is resolved. 

 

 

  



 

 

Nominate someone to pay on my behalf 

In the event that someone else is paying for your Annual License Fee, select the Nominate someone to 
pay on my behalf button. 

 
This will open Nominate Payment Details pop-up window. In this window, type in the details in the 
Organisation or Person Paying field. 

 
 

Once you have completed the details, select the Submit button to continue. 

 
This information captured here will be transferred to your membership profile in the back end of our 
system. We will use this information for the sole purpose of matching the payment to your membership 
when your nominated person makes the purchase in the Shop. 

  



 

After selecting submit, the following screen will appear: 

 
 

The link provided in the green text is the direct link to the Annual License Fee product in the shop. 

Highlight, select and copy the link provided, for the purpose of including this in an email to your nominated 
person who will be paying this on your behalf. 

 
 

 

Please note: This process will not generate an email on your behalf. The email needs to 
be generated from you using your own email client.  

You must paste this product link into the body of your email so that your nominated 
person can easily navigate to the Annual License Fee product on the shop. 

 

 



 

 

Tips for your nominated person or organisation 

If the person you nominate has never used the MHFA Shop before, they will be asked to create an 
account, which asks for their name and email address. 

MHFA International will not store any private information or credit card details on our Shop. 

They should be aware that once they create that account, they might have to click on the link again, which 
will take them directly to the License Fee payment. 
(they need to be logged in for the direct link to work) 

 

If your nominated person or organisation is paying for more than 1 Instructor, please ensure they add the 
names of the Instructors they are paying for in the Order Notes section in the checkout, 

 

 
 
 
  



 

What the portal looks like when you have paid and signed 

The following will occur in the Instructor Portal when you have paid the Annual License Fee and 
acknowledged the Instructor License Agreement. 

• The membership status will be Current 

• The Agreement Signed Date will be populated with a date after December 16, 2025. 

• The Payment Date will be populated with a date after December 16, 2025. 

 

 
 

 

When you have acknowledged the Instructor License Agreement, the checkbox, and submit button will 
disappear from view. 

When you have paid your Annual License Fee, the whole Annual License Fee section will disappear from 
view. 

The Read Instructor Agreement button will always be available for Instructors to download the PDF. 

 


