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REFERENCE

National Board on Fire Service Professional Qualifications (PRO BOARD) and CPFR Accreditation Guidelines. 
SCOPE 
Central Pierce Fire & Rescue Test Control Officers and Senior Evaluators.
PURPOSE

To maintain consistency in the testing process and to ensure proper preparation prior to test administration.
POLICY
Test Control Officer (TCO)/Senior Evaluator:

Certification Test Application – 30 days prior to exam:

Contact the PRO BOARD Office for an application for certification testing. Have the following information on hand:

· Written test date and time;

· Practical skills test date

· Number of candidates to be tested

· Location, phone contact and number

· TCO, Proctor, Evaluators, Senior Evaluator

Senior Evaluator:

· Schedule an appropriate number of third party evaluators – a list is available (by region) through CPFR Training Division.

· In general you will need one (1) evaluator per station (4 stations) and alternates to provide relief and retesting when candidates fail.

· Confirm test location and times with evaluators.

Scenarios/Test Site:

· Develop and/or select scenario’s (skills sheets) in conjunction with facility/equipment/location.  (Senior evaluator and Test Control Officer should work together on approval process for scenarios – final decision is up to the TCO).

· Testing should be comprehensive to the standard using a random selection of skills sheets (some levels such as Instructor 1 and Instructor 2 utilize all of the skills sheets).

· Confirm test site availability (no schedule conflicts, i.e. repair work, classes, etc.)

· Keep test scenarios confidential.

· Evaluate site for additional station set up if a backlog occurs.

· Ensure availability of equipment at test site.

· Ensure scenario layout provides for separation of stations so that candidates cannot see each other while testing.

Assistants/Other Positions:

· Select an appropriate number of assistants to escort candidates to test location and to assist with equipment, preparation and clean up.  (Note: Candidates are not to be used as assistants during testing).

· Select a Safety Officer (sometimes combined with another position).

· Select a Test Site Manager (Staging Manager) to control the flow of candidates and to track Pass/Fails on test date so that retests can occur.

Logistics:

· Prepare labels for candidates and attach to skill sheets (each candidate needs a full set so that their Pass/Fail scores may be recorded).

· Ensure appropriate number of scenarios/skill sheets are available for each station/candidate.

· Ensure clipboards are available for evaluators.

· Provide refreshments/meals for evaluators and assistants during test.

· Provide water and power aid for candidates at staging area.

Prerequisites:

· Ensure all candidates have met the prerequisites for certification testing as required by NFPA for the level being tested.

· This will be done by the training division for CPFR personnel, and be available for review by the TCO.

· If in the future, CPFR allows other departments to send members to test. The candidates department will be responsible for supplying a copy of prerequisites to the TCO.  

PROCEDURE
N/A
ATTACHMENTS

Example Practical Testing Scenario
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