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Training Division Fire Officer I Skills Packet

The following assignments are based off the current TCFP Fire Officer I skills manual.  You will need to complete this skills packet and submit to Training Division for review.  Training Division will then contact you and begin the process of skills testing.  You will have the option to come to our campus or set up testing with an approved Field Examiner at your location.  Completion of this skills packet will prepare you for skills testing and ultimate completion of the course.


Human Resource Management-Skill Number 4-1
[bookmark: _GoBack]Recommending Action for Member-Related Problems

Assignment:  Several week ago you and your company responded to an ems call in which a toddler had drowned in a backyard pool.  You have noticed that FF Johnson has been acting “out of sorts”, been aggressive to fellow employees, and seems to have a general lack attention to detail for his job.

What policies are in place at your department that address these issues?
Using your department’s policies how would you go about resolving this issue?
How would you address these issues with FF Johnson?
What tact would you take when confronting FF Johnson?
Would it be appropriate the contact others about this issue?  Who?
What would be some actions that could be taken if the issues recur or are not corrected?
If the situation warrants would you know how to refer FF Johnson to EAP and how?



Human Resource Management-Skill Number 4-2
Human Resource Policies and Procedures

Assignment:  Apparatus Operator Smith has will been moved to training for 4 shifts.  The position is to be filled by Firefighters Acting up.  The company is made up of you (the officer), AO Smith, FF Johnson (3 years’ experience) and FF Davis (15 years’ experience).   FF Davis will be on vacation the last 2 shifts of AO Smith’s absence.
 
What policies are in place at your department that address these issues?
Using your Department’s policies how will staffing be decided?
How will staffing be documented and who will be notified?


















Human Resource Management-Skill Number 4-3
Non-Emergency Coordination of Assigned Tasks

Assignment: You are to schedule Non-emergency tasks.  Complete the calendar and assign duties as needed.

You are the Station Captain on the “C” shift and responsible for coordinating the following assignments to ensure that all requests for service are completed.

The station houses one engine and one ambulance. In addition to the Captain, there are six other members assigned to the station. Minimum staffing is five firefighters.

Lieutenant Washington, Driver/Operator Smith, Driver/Operator Garcia, Firefighter Hurst, Firefighter Jones, Firefighter Jefferson

The shift schedule is 24/48.

The priority for scheduling is: 1) Staffing 2) Mandatory assignments 3) Requests

You should write his or her name/department on the calendar.

Mandatory assignments:

· Each company will spend 1 hour/day riding territory
· Each company will perform 10 inspections/month (Each inspection takes 45 minutes)
· Each firefighter must complete 20 hours of training/month
· September is the month assigned by the fire department as fitness testing month for each firefighter. The testing takes 3 hours per firefighter and can only be completed Tuesday through Friday

If you cannot ensure that your station or any of the firefighters can complete any of the assignments, a memo to the Battalion Chief must be generated and turned in the with the shift calendar explaining the failure to meet the assigned objectives. (This would include the name of any business that was not inspected.)
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You shall use a calendar to schedule the following events:

· Mrs. Johnson requests that her pool be filled by the engine during the second week of September.
· Driver/Operator Smith calls in sick with the flu on the 3rd and is off 3 shifts.
· Identify (via memo) when overtime is needed to meet minimum staffing requirements. This includes showing who is scheduled to receive ride-up pay.
· Deputy Chief Allen requests help on the 21st and 24th for PT testing new applicants. The assigned time for this is 0900-1300 both days.
· Firefighter Jones is scheduled on vacation September 6th through 18th.
· The Engine responds to an apartment fire on the 21st (1000-1600).
· Station tours are scheduled for the 12th (1400-1600) and 18th (1000-1100).
· The Parks Director has requested that each station assist in planting trees. This will take 4 hours. The project can only be done on Saturdays. This is a community priority, and is supported by the Fire Chief.
· Lieutenant Washington has vacation scheduled the 22nd through the 30th.
· Firefighter Jefferson has a death in the family on the 14th, and requests funeral leave. (Use your city policy.) This event requires a memo to the Battalion Chief.

The buildings to be inspected this month are:

	1. XYZ Warehouse
2. McDonald’s
3. The GAP
4. Best Buy
5. Plastic Corp
6. Century Development
7. Dollar General Store
8. Smith Dentist Office
9. Radio Shack
10. The Room Store
	11. Pizza Hut
12. The Waffle House
13. The Container Store
14. Dick’s Auto Supply
15. Gary’s House of Cards
16. The Beer Store
17. The Saloon Dance Hall
18. Irwin Park Elementary School
19. Hillside High School
20. Old Navy










C Shift days in September:
	Saturday 3RD
	Tuesday 6TH
	Friday 9th
	Monday 12th
	Thursday 15th
	Sunday 18th
	Wednesday 21st
	Saturday 24th
	Tuesday 27th 
	Friday 30th









SEPTEMBER
	
	
	
	
	
	
	3

	
	
	6
	
	
	9
	

	
	12
	
	
	15
	
	

	18
	
	
	21
	
	
	24

	
	
	27
	
	
	30
	



If you cannot ensure that any of the firefighters can complete any of the assignments, create a memo to the Battalion Chief that will be turned in the with the shift calendar explaining the failure to meet the assigned objectives. (This would include the name of any business that was not inspected.)




For skills testing:

Using the completed calendar you should use a role-play scenario to demonstrate the ability to verbally assign tasks or responsibilities to unit members, given an assignment under non-emergency conditions so that the instructions are complete, clear, and concise, safety considerations are addressed, and the desired outcomes are conveyed.






































Community and Government Relations-Skill Number 4-4
Initiating Action on a Community Need

Assignment:  You have been tasked to develop a CPR course for the community.

Is this a need for the community and why?
What is the mission of your department and does a program like this fit in it?  Why?
What materials and would you need for this class?
How could you get the message out to the community concerning this course?
What is your department’s policy when it comes to setting up courses like this?
Would this course represent the department in a positive manner to the community?  Why?
Would there be any issues or concerns implementing a course like this?
	

















Community and Government Relations – Skill Number 4-5
Initiating Action to a Citizen’s Concern and Responding to a Public Inquiry

Assignment:  You are in a newly opened fire house in a “quiet” neighborhood.  A few weeks pass by and a few citizens approach you and your Apparatus Operator concerned about the noise generated during truck check out at shift change in the morning.

How would you address this concern with the citizens in a verbal manner?
What are some of the solutions that could be found concerning this issue?
How do the department’s policies affect the issue?  Is there a department policy that addresses equipment checks?
What issues would need to be documented using written communications?  Who need to be contacted in this manner?

















ADMINISTRATION-Skill Number 4-6
Recommending Policy or Procedure Changes

Assignment:  To reduce on the job injuries at the station you have been tasked with developing a policy that requires a station personnel inspect and complete a station safety checklist on a routine basis. The first Saturday of the month has been designated as the day for inspection.

What areas of the station are of most concern?
How will you approach members of the station to ensure that the new policy is followed and taken seriously?
What concerns and feedback might you receive from the station members?
What concerns or problems might come from implementing a policy like this?
If there are concerns or problems with this policy how would they be documented in written form.  Who would be notified? 
If there are concerns how would you document possible solutions in writing?  Who would be notified?
How would this policy benefit internal customers?
How would this policy benefit external customers?
What other policies in your department would be affected by this policy change?
What would be the costs for this policy? (Time, training, personnel, money, equipment)













ADMINISTRATION-Skill Number 4-7
Preparing a Budget Request

Assignment:  The rescue rope on the apparatus is showing signs of wear and needs to be replaced.


Does qualify as a purchasing need for your truck?
What are the benefits of the purchase?
What are the consequences of non-purchase?
What would be the cost of the purchase?
Construct and submit a written purchase order request.  You should use a word processing or spreadsheet program to develop the purchase order request?
If your department has an official form concerning purchasing requests complete and submit it.
















ADMINISTRATION-Skill Number 4-8
Purpose of Each Management Component of the Organization and Benefits of Collecting Incident Response Data

Assignment:  Understand your department’s organizational chart and mission


Diagram your department’s organization chart.
What is the purpose of each management component of your organization?
What is your department’s mission and purpose?
Be able to clearly explain these items verbally.
What is the reason for the department to collect incident response data?  Should this be done in a timely and accurate manner?
How can information from incident response data be used?
















Inspection and Investigation Skill Number 4-9
Describing the Procedures for Conducting Fire Inspections

Assignment:  Conducting fire inspections.

Why is it important that a department conduct fire inspections?
Of the various occupancies, which are predominant in your response area?
Why is it important to be courteous and professional during initial contact with the occupants?
Why is important to obtain cooperation with the occupants?
What type of appearance should the fire company have during the inspection?
What are the options of the occupant blocks the inspection?
What are the procedures when a violation is found?
How are violations documented?
What are your department’s procedures for conducting fire inspections by a TCFP certified inspector?
Your field examiner should set up a set up scenario in which you explain how inspections are done and violations handled and corrected.














Inspection and Investigation -Skill Number 4-10
Developing a Pre-incident Plan

Assignment:  Explain the importance of pre-incident plans are conducted and why they are important.

Using you fire station or a local building:
	What is its construction type?
	What are some of the fire protection features for it?
	Where does the water supply come from?  Is there a backup?
	Are there any fire load concerns in and/or around the building?
	What areas would have priority when it comes to property conservation?
	Are there any life safety issues?  Does this change throughout the day or night?
	Where are the utility shut-offs located?
Include a diagram of the building or use your department’s pre-incident documents to complete this.
How would you review this plan with your company?
What tactics or special skills might be needed if an emergency was to occur at this location?
Would any special training need to be completed so that an emergency could be addressed at this location?












Inspection and Investigation-Skill Number 4-11
Executing Routine Unit-level Administrative Functions and Securing a Scene



Assignment:  You have been asked to secure a scene so that unauthorized persons will be able to recognize perimeters of the scene and kept from restricted areas.

Why is it important to ensure that loss control activities are followed during fire extinguishment?
What are some of the methods used to keep unnecessary personnel out of an evidence area?
What are some of the methods used to establish perimeters used by your department?
How and would should an investigator be requested?
Develop a written report in third person how you “secured” the area around the truck bay of your fire station after a simulated fire occurred in a back room.  Would this be documented in the “report narrative” section of the fire report?
Diagram or photo a boundary set up around a building to prevent entry of unauthorized individuals after an emergency.














Emergency Service Delivery-Skill Number 4-12
Emergency Operation - Developing and Implementing Action Plans and Assigning Tasks or Responsibilities to Unit Members

Assignment:  You are on scene at working residential fire in your response area.  You will need to assign tasks and operate in your department’s incident management system.

What items should be included in the initial size up of a residential structure fire in your response area?
What is the typical response to a reported residential structure fire in your area/department?
What tasks should be assigned to individuals on the scene?
What are the priorities that should be addressed at the beginning of the incident?
What information should be passed to incoming resources and dispatch?
How is command transfer accomplished at your department when it comes to residential structure fires.
How are specialty companies and resources requested?
How is debriefing completed after incident stabilization?















Emergency Service Delivery-Skill Number 4-13
Developing and Conducting a Post-Incident Analysis

Assignment:  You have been tasked to develop a written post-incident analysis of a significant event that has happened in your community.  You will need to download or obtain your departments post incident form.  Recalling a significant event, you were part of or locating a video using the internet, use the information available to complete a post incident report.

You will need to include critical elements of the event.
What were positive performance actions observed?
What were negative performance actions observed?
You will need to be able to verbally key points of the post incident analysis to your field examiner.


















Health and Safety-Skill Number 4-14
Applying Safety Regulations at the Unit Level and Directing Training Evolutions


Assignment:  You have been tasked to direct unit level training concerning downed power lines.

What are the hazards of downed power lines?
Is there a policy in your department that addresses downed power lines?
Download and include literature concerning safety around downed power lines.
What areas should be addressed prior to beginning the evolution?
What instruction would you give to unit members during a simulated downed power line laying over a fence or across a street?
While evaluating the evolution what would you look for concerning the unit members?
Develop a clear and legible simulated report addressing the training and outcomes and learning objectives obtained.
If there is not a policy in place concerning this issue, should there be?
How would you go about developing one?













Health and Safety-Skill Number 4-15
Conducting an Initial Accident Investigation

Assignment:  Using your department’s or downloaded forms, you are tasked to document and complete reports concerning an accident that occurred while a unit member was stepping off the truck.  The unit member is complaining of a twisted ankle.

Who should be interviewed concerning this incident?
What are your department’s policy or procedures when it comes to accidents involving unit members?
Complete an accident form (your department’s or downloaded from the internet).  
Where should the form and copies be forwarded?



















Health and Safety-Skill Number 4-16
Benefits of Wellness and Fitness programs

Assignment:  You have been tasked to explain and understand the importance of a good fitness programs in the fire service.

What are some of the benefits of physically and medically capable to perform duties in the fire service?
What are some of the daily physical requirements required by individuals in the fire service?
What are some of the extreme requirements that may be required by individuals in the fire service?
What can be done on a daily basis to address both routine and extreme circumstances faced by individuals in the fire service?
Research and document national death and injury statistics concerning the fire service over the last few years.  Have things improved or gotten worse?  How do they compare to other professions?
How can wellness initiatives improve firefighter physical and medical capabilities?
Does your department have policies that address national firefighter wellness and physical standards? If so, explain them.  If not, what should be done to address this?
Be prepared to communicate this information orally to your field examiner.


Submit the skills packet to:
Training Division
Fire Officer I skills
10300 FM 1902
Crowley Tx  76036
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