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Catalog Description:  This course provides students with education in fire service organization and management, administrative procedures and methods, budgeting, control of resources, and the maintenance of records.  Discusses managerial attitudes and decisions, general organizational planning and career development.  
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2015
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   Hours


Learning Outcomes
	
	
	Student will be able to:


	National Standards for Education and Training
	4
	Identify the requirements for Fire Officer Certification as prescribed by the Office of the State Fire Marshall, Division of Personnel Standards and Education

Identify the areas of responsibility of a Company Officer

Identify career development opportunities and strategies for success


	Communication Process
	3
	Explain the need for effective communication skills both written and verbal
Describe ways to enhance oral, listening and writing skills

Identify the predominate type of verbal order or command that an officer would use during training, working in the station, and during an emergency operation



	Management Principles
	4
	Describe  the elements and functions of management as they relate to planning, organizing, implementation, and evaluation
Identify and summarize the principles of:

The planning process

Development of goals and objectives

Problem solving

Utilizing a budget as a planning tool

Operational and master planning

Articulate the concepts of span and control, effective delegation and division of labor


	Tools for Employee Development
	3
	Describe the elements of Maslow’s Hierarchy of Needs and describe how these elements affect motivation

Recognize appropriate appraising and disciplinary actions and the impact on employee behavior
Identify the types of corrective action required in a given personnel situation

Explain how different types of corrective action can be used as a tool of supervision

Identify how to objectively evaluate and counsel members to encourage their development to full capacity

Identify the types and procedures of interviews

 Demonstrate the ability to plan, assign, coordinate activities and establish priorities at the unit level, given the job requirements of subordinate positions



	Theories of Management and Supervision
	4
	Examine the history and development of management and supervision
Identify four theories of management



	Managing Resources for Emergency and Non-Emergency

	4
	Evaluate methods of managing available resources


	Leadership
	4
	Identify roles and responsibilities of leaders in organizations
Identify leadership and describe leadership styles

Identify the dimensions of leadership and the five types of power

Describe how the Fire Officer would implement a new policy or procedure



	Supervision and Management
	4
	Compare and contrast the traits of effective versus ineffective supervision and management styles
Describe the basic principles of policies, rules, and procedures and how a supervisor can obtain cooperation within a group of subordinates
Identify how to professionally  understand, motivate, handle disputes, introduce changes, gain cooperation and respect, and handle any complaints or problem members

Demonstrate ability to enhance leadership in a group situation, including:

Group cohesion and morale

Managing interpersonal and inter- group conflict

Understand and manage concepts of innovation and change, and demonstrate how to encourage personnel development
Identify how to plan and conduct an evaluation conference

Given records or forms used in evaluating personnel, describe how to utilize a member evaluation program, and explain how to Identify how to plan and conduct an evaluation conference, 
 and eliminate common errors in the evaluation process


	Safety Assessment
	3
	Identify and assess safety needs for both emergency and non-emergency situations
Identify the most common causes of unsafe acts or conditions that contribute to injuries, and death to the fire fighter

Given an accident record or case study, identify procedures or equipment that could be changed to prevent injuries

Identify the symptoms of member- related problems in the areas of substance abuse, stress, and behavioral changes and take appropriate measures for each, using present policies and procedures of the authority having jurisdiction

Identify the procedures used to conduct an accident investigation for incidents involving personnel, equipment and apparatus, given safety regulations, forms and an incident scenario
Discuss components of an Infectious Disease Control Program

Discuss the importance of  Community Awareness and Public Relations and how they pertain to:

Economic conditions

Religion

Race, ethnic and age factors

Community organizations

Family structure

Describe the proper procedures to follow when handling citizen complaints and inquiries



	Ethics
	4
	Identify the importance of ethics as they apply to supervisors


	Incident Management System
	4
	Identify the role of a company officer in Incident Command System (ICS)
Discuss and define span of control



	Records Management

	2
	Describe the benefits of proper documentation
Complete the following reports, given the forms and all pertinent information:

INFIRS forms

Incident reports

Correspondence

Personnel records

Maintenance records

Accident records

Electronic data processing and record- keeping

Prepare a report in clear, concise language for transmittal to a superior officer, pertaining to personnel, equipment maintenance, and building maintenance given the proper record for reference
Prepare standard reports from collecting information, and data, given a record-keeping system in the officer’s area of responsibility



	Organizational Structure
	2
	Identify the basics of:
The organizing process

Line and staff differentiation

Principles of integration and coordination of the roles and functions of the various tasks

Company organizational structures

Identify the authority and responsibility of each component of the fire department
Given a summary of the functions of a Fire Officer, develop a system of planning jobs, and how to initiate, delegate, and evaluate projects
Identify and describe the functions of federal, state and local organizations that support the fire protection services

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Course Outcomes: Upon successful completion of the course, the student will be able to:

· Understand the principles of supervision and management necessary for leadership in the fire service.

· Recognize the need for effective communication skills both written and verbal.

· Identify the roles of the National Incident Management System (NIMS) and Incident Management System (ICS).

