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National Board on Fire Service Professional Qualifications
_______________________________________

COMMITTEE ON ACCREDITATION

P.O. Box 690632, Quincy, MA 02269

Accreditation Self-Study Document 

Central Pierce Fire & Rescue
INTRODUCTION
The National Board on Fire Service Professional Qualifications (Pro Board) requires all applicants for accreditation or re-accreditation to conduct a self-study review of their testing and certification processes by responding, in writing, to each criteria listed in this document.  The Accreditation Self-Study Document, COA-3 is designed to assist the applicant to identify how the organization meets or exceeds the requirements of the Pro Board’s Operational Procedures and Criteria.  Compliance with these items is mandatory to qualify for accreditation.

INSTRUCTIONS
Specified “Criteria” from Section III of the Pro Board’s Operational Procedures are printed in BOLD type and may be met through many different methods.  Listed under each “Criteria” item are statements and questions.  The applicant must respond to each statement and question as part of the Self-Study process.  When a single * appears next to the statement/question number these materials must be submitted with the Accreditation Self-Study Document, COA-3.  When two ** appear next to the statement/question number these materials must be available for review during the site visit evaluation.  Accreditation is based on the applicant’s testing program, not the applicant’s training program.  Do not send course curriculum or other training materials to the Committee on Accreditation.

Forward one electronic copy of the Application for Accreditation, COA-1 and Accreditation Self-Study Document, COA-3 to fpiechota@theproboard.org; and, send 1 paper copy of the Application for Accreditation, COA-1 and Accreditation Self-Study Document, COA-3 with supporting documents to:
Committee on Accreditation

NBFSPQ

P.O. Box 690632

Quincy, MA 02269
Improving life safety and fire protection through a national system of fire safety professional qualifications.

CRITERIA
A

THE AGENCY MUST ENSURE THAT THE CERTIFICATION PROCEDURES ARE NOT DISCRIMANTORY AND THAT FAIRNESS AND EQUITY ARE PARAMOUNT THROUGHOUT THE CERTIFICATION PROCESS.

A-1** The applying agency must have a policy in place, or be bound by a policy through their       governing agency, that ensures all certification testing procedures to be nondiscriminatory.  When race, sex, and age data is gathered, describe how it is used and how it is kept confidential.

Policy 215, Policy 607B, Policy 602B section 3.0
A-2   Describe the agency’s policy regarding special accommodations for candidates with disabilities.

Policy 602B section 4.0: Reference the Americans with Disabilities Act. Reasonable Accommodations for Testing
Non-Discrimination of Testing Process.  

To ensure the fair and equal treatment of all constituents in the testing process without regard to race, color, national origin, age, or sex.

The accreditation of Central Pierce Fire and Rescue is intended to provide a basis from which the level of professional training may be incrementally raised and standardized.  Access to, and success within the program must be consistent with the nationally recognized good practice, principles of equality and applicable laws and statutes.

CPFR shall prohibit discrimination on the basis of race, color, creed, national origin, gender, sexual orientation, age, marital status, disability, veteran’s status, or any other prohibited basis.

Ref:  
Title VII of the Civil Rights Act of 1964 as amended.


Title IX, Federal Age Discrimination Act of 1975.


Section 504 of the Rehabilitation Act of 1973.


Any other Federal or State laws.


NFPA 1000, 2006 edition 5.2.2,6.2.2 

CRITERIA
B

THE CERTIFICATION PROCESS MUST BE AVAILABLE EQUALLY TO ALL PERSONS SERVED BY THE AGENCY APPLYING FOR ACCREDITATION.

B-1  
What groups of individuals are eligible for certification by the agency and how is eligibility determined?


All Suppression Members of CPFR Meeting the Prerequisites for the desired Certification 

B-2   
Describe how the agency’s certification process is made available to all eligible personnel.


All new suppression personnel must complete a 16 week academy and pass the certification tests for Firefighter I&II as well as Haz-Mat awareness & Opps. All other suppression people can be tested by the training division upon request.
B-3**  Provide the agency’s Appeals Process for candidates that are denied certification as a     result of failed testing.


Policy 605B
CRITERIA
C

PROCEDURES MUST BE IN PLACE TO ENSURE THAT THE AGENCY ADDRESSES THE STATUS OF PERSONS WHO HAVE SERVED IN A RANK OR POSITION THAT WILL BECOME PART OF THE CERTIFICATION PROCESS.  A POLICY FOR DETERMINING CERTIFICATION ELIGIBILITY FOR ALL PERSONS, INCUMBENT AND NEW, SHALL BE MAINTAINED.

C-1*    How does the agency intend to address incumbents, or persons who have served in a rank or position that will become part of the certification process?  Upon being accredited to conduct certification to a standard, the accredited agency shall, within 12 months of approval by the Committee on Accreditation, classify existing positions to establish equivalency with an appropriate level of the standard.  The objective of this initial classification process is to establish a base line for the future progression of members who may, through prior training and/or experience, have achieved qualifications equivalent to the various levels of a standard.  Through this initial classification process the accredited agency shall determine how incumbents may seek higher levels of certification without the necessity of starting the certification process at the beginning.  The agency shall provide a statement with this application indicating their intentions for utilizing this option.  (Review Section IV Certification Implementation Procedures in the NBFSPQ Operational Procedures, COA-5.)

Policy 614B Sec 3

C-2*    Each accredited agency shall maintain a “Prerequisite Requirement Policy” for         determining how the agency intends to verify that certification candidates have met the required   prerequisite requirements.  (Review Section V Prerequisite Requirements and References in the NBFSPQ Operational Procedures, COA-5.) 
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3.  Incumbents or persons who have served in a rank or position that will                                                                           become part of the Pro Board certification process.

3.1
All suppression personnel hired before January 1, 2005 that show proof they meet all requirements for Firefighter II will be Granted equivalency of FF2 but not issued a certificate.

Any personnel wishing to receive a certification for FFII will need to take the written test.   
3.2
All suppression personnel hired on or after January 1, 2005, that show proof they meet all requirements for Firefighter II will need to take both the practical and written test for FFII
3.3
All requirements for sections 3.1 and 3.2 must be completed no later than 24 months after the date of Pro Board Accreditation for CPFR. 

Policy 608B: It is the responsibility of the TCO to verify prerequisites before a test. 

Test Control Officer (TCO) represents CPFR and operates as part of the         unified command structure under the ICS.  This position will be appointed by CPFR Training Chief from a list of qualified Test Control Officers, and is responsible for verifying all prerequisites, test security, arbitration, test policy, and overall test management, verifying logistics with the test site coordinator, verifying proper number of certified evaluators with the Senior Evaluator, ensuring scenarios have been properly set up and coordinated with the site (work with the Senior Evaluator to verify this), handles all on site arbitrations on day of testing.
a. If the agency verifies required prerequisites by testing as part of the overall

examination for a level, is that test “weighted” or “scored separately” to ensure that the

requirements of the prerequisite are met?

This would be scored separately
b. If the agency verifies required prerequisites through the use of another methodology that is acceptable to the agency does the agency have a validation process which links such proof to the specific objective it is deemed to have met.

 (Acceptable prior experience and training must be identified by the accredited agency, in advance, by outlining such criteria as time-in-position, acceptable educational and training programs, local certifications, etc.) 


N/A
CRITERIA
  D
ADEQUATE NOTICES OF ALL EXAMINATIONS AND TESTS MUST BE PROVIDED TO ALL INTERESTED PARTIES.
D-1      Describe how the agency will ensure that eligible personnel receive adequate notice of all examinations and tests.


The training division will e-mail all eligible personnel of examination and test dates.  The examination and test dates will also be posted on the training division’s web site and Training Calendar.
D-2**  Does the agency’s certification test announcement describe what is to be included on the test, such as the kinds of job knowledge and/or skill to be tested; how to prepare for the test, such as where to get reference materials and other information for the test; and, the purpose of the certification tests to prevent confusion with other tests that the agency may have available?
            Policy 605B (open testing)
CRITERIA
E

PROCEDURES MUST BE IN PLACE TO ENSURE THAT THE AGENCY IS RESPONSIVE TO THE VIEWS AND OPINIONS OF GROUPS AFFECTED BY THE ADOPTION OF A CERTIFICATION PROGRAM SUCH AS VOLUNTEER GROUPS, 
LABOR ORGANIZATIONS, FIRE CHIEFS’ ASSOCIATIONS, ETC.
E-1      Does the agency have an Advisory or Oversight Committee?


Yes.
E-2*    The agency must provide the Committee on Accreditation a listing of their Advisory or Oversight Committee; or, a list of references of all affected groups within the agency’s jurisdiction; include names, positions, mailing addresses, e-mail addresses, and business phone numbers.

Bryan Pearson, Training Chief and Chair of committee. (253) 538-6446 Bpearson@centralpiercefire.org 


Bruce Carpenter, Training Captain (253) 538-6544


Bcarpenter@centralpiercefire.org

Bill Dicken, Training Lieutenant (253) 538-6557


Wdicken@centralpiercefire.org 


Jennett Nielson, Firefighter (253) 538-6400

Jnielson@centralpiercefire.org 


Dennis Lawson, Local 726 Executive Board Member (253) 538- 6571


Dlawson@centralpiercefire.org  

Mailing address for all:


17520 22nd Ave E


Tacoma, WA 98445

E-3      Explain how all affected associations and organizations within the agency’s jurisdiction                                                          are represented either directly or by a committee or board.


Addressed in Policy 615B
3. The Accreditation Oversight Committee will be made up of the following                            people:


A. Training Chief


B. Training Captain


C. One Training Lieutenant


D. One member at large from the standing Training Committee

E. One member from Local 726 Executive Board

            4. One member from each group affected by the adoption of a certification                               program will be allowed to attend the Accreditation Oversight Committe  meeting, to bring  forward any questions or concerns from their group.


5. Any member of a group can bring forward a question or concern between   meetings by contacting the groups appointed contact person. That person will then pass on the question or concern to the Accreditation Oversight Committee chair. The chair will then decide how to proceed.


6. Each group affected by the adoption of a certification program will need to appoint a contact person for their group. This name and contact information will then be provided to the committee chair.

E-4      If all associations and organizations are not represented, describe how all affected groups within the agency’s jurisdiction have access to the agency in such a way that their views, opinions and desires may be expressed and receive fair consideration.

 

Addressed in policy 615B


See E-3
CRITERIA
F

CERTIFICATION TESTING MUST BE CONDUCTED AT REASONABLE INTERVALS AND AT APPROPRIATE TIMES AND LOCATIONS.
F-1      How often are certification tests conducted?


FFI, FFII, Has-Mat Awareness, and Operations certification tests are conducted at the end of each Academy, or as needed.
F-2      Describe how the agency ensures that candidates have access to the tests and test sites.

            Policies 608B 

Once the test date has been set, the announcement may be published with the application for testing information. The announcement should list the student study material, references, and sample written exam and practical skill sheets. 

            Open testing/class announcements must contain the prerequisites, study materials, sample written questions, sample skill sheets and testing criteria.  The student or candidate needs to be aware of what s/he will be tested on, including the number of questions on the exam, pass rate, etc.

            Anyone may apply to take the exam, however; there may be prerequisites that must be met prior to being approved for testing.  See sample announcement of a Firefighter I exam.
            Candidates must submit their application, supporting documentation, and any fees, by a designated cutoff date to CPFR for approval. CPFR and/or the TCO are responsible to review the applications and ensure that all the documentation is provided and the prerequisites are met.

            It is recommended that candidates have a minimum of 60 days notification to      have adequate time to prepare for the exam.

CRITERIA
G

POLICIES MUST BE IN PLACE TO ENSURE THAT NFPA FIRE SERVICE PROFESSIONAL QUALIFICATIONS STANDARDS, OR OTHER STANDARDS APPROVED BY THE AMERICAN NATIONAL STANDARDS INSTITUTE (ANSI) AND BY THE NATIONAL BOARD ON FIRE SERVICE PROFESSIONAL QUALIFICATIONS, ARE THE BASIS UPON WHICH CERTIFICATION TESTING IS 
CONDUCTED.  THE STANDARDS MUST BE TESTED SUFFICIENTLY AND WITH APPROPRIATE TEST METHODOLOGY TO ENSURE COMPLETE COMPLIANCE 
WITH THE STANDARD.  THE STANDARDS MUST BE WIDELY AVAILABLE FOR THOSE DESIRING TO BE TESTED.
G-1      Describe the procedures that the agency will utilize to ensure that only approved standards will be used as the basis for certification testing.


POLICY 602B Section: 9 

All testing will follow NFPA Standards as they apply to the level being tested 

  G-2*   The applying agency shall submit a standard-to-test correlation matrix for each level of    certification for which accreditation is requested.  This document must identify:

               A-the standard, level, and edition;
            B -the test methodology (cognitive, skill, portfolio, project, or other) used to evaluate   each job performance requirement, requisite knowledge, requisite skill, and objective of the standard;
C -the number of test questions from the agency’s test question bank that correlates to                each job performance requirement, requisite knowledge, requisite skill or objective of the standard;
                D- the identification number of the skill evaluation sheets that are utilized to evaluate           the required skills.
(The Pro Board has developed an Assessment Methodology Matrix form for each authorized standard and these forms may be obtained on the Pro Board web site: www.theproboard.org or from the Accreditation Manager.)
Please see Excel Spread Sheet, Titled COA-3  G-2A,B,C,&D
CRITERIA
H

THE AGENCY MUST MAINTAIN RECORDS OF THE RESULTS OF TESTING FOR ALL CERTIFICATION CANDIDATES.

H-1      Describe the procedures or processes that the agency will follow to maintain records of the results of testing for all certification candidates.

CPFR will maintain all records of the results of testing for all certifications in the LXR testing system, as well as hard copies in the candidates training file.
H-2      In what form or medium are records of test results kept?


Both electronically and hard copy in personal’s training file.
H-3     What information is captured or available in each record?



Persons name, date of test, what level tested for, grade by percentage, what book            and chapter the test was from, what there answer was, the right answer if they got the question wrong, and a reference for the correct answer. 
H-4      How long are these records retained?



Time of employment, plus thirty years.
H-5      What are the agency’s policies regarding notifying certification candidates of their scores, including form of notification, timeliness, and who may receive the score?


CPFR’s policy is to notify a person of the score on a written test, is to have the test results mailed to that person within 10 business days (Policy 608B). The test candidate is the only one that can receive the results unless requested in writing.

CPFR  also follows the Family Education Rights to Privacy Act (Policy 607B)

H-6**  During the site visit be prepared to provide the procedure for maintaining certification records.
CRITERIA
I

THE AGENCY’S FACILITIES AND EQUIPMENT MUST BE ADEQUATE FOR THE TESTING OF THE ENTIRE STANDARD.

I-1       Describe how the agency will ensure that the facilities and equipment at the test locations are adequate for the full completion of the job performance requirements, requisite knowledge, requisite skills, and objectives to be tested.


 Policy 608B
Training Staff is responsible for ensuring that sufficient quantities of equipment are available to provide safe practical skills testing at all test sites. They will ensure there is enough room in the class room so there is plenty of space between students during the written test. That all practical stations are set up out of view from the other practical stations during skills testing. The training staff will be in contact with the Test Site Coordinator to ensure all equipment needed for the practical test is on hand, with a backup plan ready should anything happen with the equipment being used to complete the skills test.  
I-2       Describe how the agency ensures that sufficient quantities of equipment are available to provide safe practical skills testing.


Policy 608B Same as I-1
I-3       Describe the agency’s policies for ensuring that there is adequate space between persons taking written tests.



Policy 608B same as I-1

I-4       Describe the agency’s policies for ensuring that there is a comfortable location with adequate lighting and ventilation for testing.



Policy 608B same as I-1
I-5       If the agency is certifying personnel the NFPA 1001, NFPA 1003, or NFPA 1081 describe how the “live fire requirements” of the standard are evaluated.



 Policy 608B
Fire Control: NFPA 5.3.7-5-3.10E., NFPA 6-3.1B, 6-3.2A–6-3.2D, and 6-3.3The requirement for extinguishing live fires must be done at the regional test sites. It is not always practical to do this locally due to environmental limitations across the state.  Candidates must show documented proof of completion of live fire training.  Proof may include live fire training and completion of appropriate evaluation sheets signed by a third party evaluator.

I-6**    The agency must have a policy in place that establishes the minimum requirements for equipment and apparatus to be utilized for certification testing; and, when required, have equipment and facilities to adequately test all “live fire requirements.”
 This is covered in the Pro Board Certification Test Manual under Tap Test Logisticts Officer and Policy 602B section23
Use of facilities not directly owned by CPFR.

CPFR uses the Washington State Fire Training Academy at North Bend for Burn to Learn, Flammable Liquids, and Multi-Company Operations. 
CRITERIA
J

PROCEDURES MUST BE IN PLACE THAT ENSURES ADEQUATE SUPERVISION TO MAINTAIN A SAFE ENVIRONMENT DURING CERTIFICATION TESTING.

J-1       Describe how the agency will ensure that adequate supervision is provided to maintain security and safety during certification tests.



Policy 608B
Safety Officer is responsible for the safety briefings, safety inspections of protective equipment and test stations, and for the safety of the site during the test.
Senior Evaluator is responsible for scenario development working with the TCO.  Ensures an adequate supply of certified evaluators.  Performs briefing of evaluators, evaluates evaluators, explains site management and other duties to the test site coordinator, ensures stations are properly set up and a rehearsal of stations occurs, ensures candidates are evaluated fairly and forms are completed properly, maintains integrity and consistency of the testing process, ensures retests occur and makes proper referrals for arbitration by the Test Control Officer.  Ensures safety is managed appropriately by all evaluators.  Educates evaluators regarding no coaching and stop safety failures.
 J-2      What are the agency’s policies regarding persons leaving the supervised testing area                                                                                                                             during the certification tests?


Policy 608B

Student Requirements


Students must present a photo ID
Students must turn off all pagers, cell phones, PDC, and all other personal communication devices.

Students are not allowed to have any study material, books, or handout related to the test in the test areas or staging areas.

Students must get permission to leave the staging area. I.e. bathroom breaks.

Students my not leave the test site during any part of the test. This will result in an automatic fail.  

CRITERIA
K

COGNITIVE TESTS MUST BE PROCTORED BY QUALIFIED PERSONS.  SKILLS TESTS MUST BE EVALUATED BY AGENCY QUALIFIED EXAMINERS AND EVALUATORS WHO ARE NOT INVOLVED IN TRAINING OF THE SKILLS THAT THEY ARE RESPONSIBLE FOR EVALUATING.

K-1**  Describe how the agency ensures that qualified persons are chosen to proctor written tests.  (The person who teaches a knowledge set is allowed to proctor a cognitive test when qualified to do so by the agency.)

CPFR’s Pro Board Certification Test Manual, Certified Test Control Officer:
 TCO will proctor the written exam.


Candidates for TCO are selected to participate in this training based on their experience, training, and recommendations from their peers and chain of command.  
Central Pierce Fire & Rescue established this program in order to maintain objectivity, consistency, and integrity in evaluating performance skills for certification in accordance with NFPA Standards and guidelines set forth by the Pro Board

K-2      Describe how the agency ensures that qualified personnel with appropriate subject matter knowledge are used as skills test examiners and evaluators.

CPFR’s Pro Board Certification Test Manual, Certified Test Evaluator
Upon successful completion of both CPF&R classroom and practical portions of the Evaluator Approved Program the participant shall demonstrate knowledge and understanding of the duties of an Evaluator.  The participant shall show proficiency in the practical portion and understanding of all aspects relating to the evaluation program.
K-3**  Describe how the agency trains persons utilized as skills test examiners and evaluators.  The agency must have a procedure in place to qualify persons who administer, proctor, or evaluate knowledge, skills, or abilities.]

Please see attached form from the CPFR’s Pro Board Certification Test Manual, Certified Evaluator
K-4**  Describe how the agency ensures that the persons used as examiners and evaluators have not been involved in training the candidate in the skills being examined or evaluated.  The agency must have a policy in place that prohibits an instructor from teaching and evaluating the same skills; and, developing and evaluating the same project.

CPFR’s Pro Board Certification Test Manual,

1.  Qualified Evaluator 
Evaluators who are selected to evaluate practical skills for a specific certification test must conform to CPF&R accreditation requirement for third party testing.  An instructor shall not act as an evaluator or proctor for material he/she has delivered.
The term “third party” is defined as being an evaluator sufficiently removed from the chain of command, training affiliation, working group, and personal relationship so as to preclude any perception of influence. An evaluator may have delivered training to the candidate but may not evaluate skills for which he/she provided instruction.
Policy 608B Pg. 6 Positions

Position recommendations are based on experience gained during previous tests.  Functions and duties may be combined.  Firefighter I requires an individual to act as a Safety Officer.  All evaluators act as Safety Officer at their station if the appointed Safety Officer is not present.

A qualified certified evaluator is required at each test station.  These personnel must receive training and be approved by CPFR to evaluate the level of certification being tested.  Additionally, evaluators must conform with CPFR’s requirements for third party testing.  The third party is defined as being an evaluator who has not instructed the candidate in the skill being tested.

It is recommended that evaluators be selected at least 45 days prior to the test date to allow sufficient time for scheduling.

K-5      How do examiners and evaluators receive instructions regarding the examination and evaluation process?

Both verbal and written
CRITERIA
L

PROCEDURES MUST BE IN PLACE TO ENSURE COMPLETE IMPARTIALITY AND CONFIDENTIALITY REGARDING CERTIFICATION TESTS AND THE RESULTS OF INDIVIDUAL TEST PERFORMANCE.
L-1      Describe the agency’s procedures that ensure complete impartiality and confidentiality regarding certification testing.


All written test are ensured impartial due to the fact they are generated using the LXR test banks database. The Training Division Chief is the only one who generates the tests.


Written exam results will not be given to any individual other than the candidate.


All skills test, are done by random draw from all skill sheets. 

L-2      How are certification tests and test banks safeguarded against any misuse or abuse?



CPFR Certification Test Banks and Written examinations shall be maintained at all                    times with the highest level of security.



Paper copies of the test banks and written examinations shall be locked in a secure location.



Electronic copies of the test banks and written examinations shall be locked with a password or other security measures, which will deny unauthorized access.



Written exams WILL NOT be reproduced. 


Written exams shall not be graded outside the certification office.
L-3      How does the agency maintain test items for written tests, e.g. computer bank,         multiple exams, etc.?



All tests are maintained in the LXR test banks program as well as a hard copy that is kept by the Academy Coordinator that is kept in a locked file cabinet with all Recruit Academy class files and archives. 
L-4      How are tests scored to ensure accuracy?



After a test is generated the test questions are randomly checked against the text   books.  



Answer sheets are scanned and graded electronically. Answer sheets are than manually checked with the score file to check for missing response, an invalid response, or multiple marks. 

L-5      How are scoring keys and answer sheets stored and maintained?



Same as L-3

L-6      How are instructions given to individuals taking skill performance tests?



Evaluators will read the skills to be demonstrated, the conditions to be met, and the time limit to complete the skill if applicable. 
L-7      How are skill performance scoring procedures developed to ensure consistency and accuracy?


By explaining the scoring procedures to all of the evaluators and having the same evaluator score the same station/scenario for all candidates. Also review all skill sheets with the evaluator. 
L-8      Describe how the agency ensures that skills performance scoring sheets or checklists maximize the possibility that a candidate will score the same with all evaluators regardless of the number of evaluators.


CPFR maximizes the equality of skills examinations in reference to scoring sheets and checklist by a combination of evaluator training, and through the standardized use of the manipulative skill sheet.
L-9       Describe how the agency ensures that testing procedures and levels of grading are consistent and uniform.


CPFR Training staff or CPFR certified evaluators may administer tests.


All written tests are graded by computer, and reviewed by training staff members only.


Written exams shall not be graded outside the certification office.


Skill examinations shall be selected randomly. The results may be given to the candidate privately after the exam.
L-10    What is the agency’s policy for allowing candidates to retake failed certification tests?



Policy 605B
Policy 608B 

There are established procedures for on-site arbitration and retest see policy 605B.  If a candidate fails the written exam, they are allowed to retake the exam on another date.  (Possible amendment for CPFR academy employees)  On the practical exam, if a candidate fails up to three (3) task steps, they are allowed to retest at the same test site with a different evaluator.  If they fail the same task step twice in the same day, they will have to retest at another test site on another day (Possible amendment for CPFR academy employees)  Candidates are advised of the practical exam results on the day of the test and notified of their written test results within 10 business days by CPFR.

CRITERIA
M

TESTING PROCEDURES MUST UNIFORMLY AND CONSISTENTLY MEASURE THE PERFORMANCE OF CANDIDATES FOR CERTIFICATION IN RELATION TO THOSE SKILLS, ABILITIES AND KNOWLEDGE CONSISTENT WITH THE REQUIREMENTS OF THE DISCIPLINE BEING TESTED AND EACH JOB PERFORMANCE REQUIREMENT, REQUISITE KNOWLEDGE, REQUISITE SKILL, AND OBJECTIVE OF THE APPLICABLE PROFESSIONAL STANDARD.

QUESTIONS M-1 THROUGH M-4 MUST BE ANSWERED BY THE AGENCY THAT IS APPLYING FOR ACCREDITATION.  ALL QUESTIONS MUST BE ANSWERED.

M-1     List the name, address, and telephone number of the person or agency responsible for developing the applying agency’s certification tests, test items, and test item banks. 
            The company responsible for developing the DFPES certification test banks is      Performance Training Systems Inc.  250 South Central Blvd. Suite 108 Jupiter, FL 33458 (561)277-9396
M-2** The applying agency must conduct a local review to ensure that each test question and      each skill sheet is validated.  

This is done annually at a minimum by the Accreditation Oversight Committee.

Policy 615B section 8
A. Describe the process used to conduct the local review that ensures that the test items are technically accurate, linked to the correct reference, measures the objective appropriately, and are an appropriate measurement for the specific JPR referenced. 

    We at CPFR feel by using Performance Training Systems Inc. to supply our test banks this is accomplished. That being said CPFR is always open to checking test questions if asked by a candidate. CPFR also does random checking of test questions to check for correct reference, measures the objective appropriately, and are an appropriate measurement for the specific JPR referenced.

   Describe how the review process ensures that each test item and/or skills checklist is           valid. 
    CPFRs review process ensures that each item and skill sheet meets all NFPA

    Standards as well as CPFR standards, by checking all references with the teaching material and standards. Then correcting any discrepancies.  
B. Describe the process used for repairing, replacing, and approving test questions and skills sheets.


Policy 615B section 8

                  8. The Oversight Committee will review all written test material and skill          sheets at its annual meeting. Or when any major issue with the material is brought to the attention of the committee. 

                  8A. When reviewing written test questions the committee will check all NFPA                                             references given for a question. Making any changes necessary to assure                                all references are correct and all questions are covered in the teaching                                    material.


8B. When reviewing skill sheets, the committee will make sure the skill sheets                                    meet NFPA standards as well as CPFRs standards. Making any changes                                to assure the skill sheets meet the standards.
C. How are validated review materials stored? 
     All materials are stored in the LXR computer program, that is password     protected.

1.
How is access to validation review materials restricted to ensure that only authorized personnel have access? 

All materials are stored in the LXR computer program, that is password     protected.

2.
How does the agency ensure the security of test items during the agency’s validation review? 

All materials reviewed are keep in the room the review is taking place in. When the review is done the committee chair is responsible for re-securing all test items.

3.
 How is security maintained on validation review notes and scrap paper used by reviewers, typist, reproduction workers, scorers and all other individuals involved in validation?

Policy 615B

Everything having to do with the review including but not limited to notes and scrap paper are collected by the committee chair and stored in a locked file or shredded.

4.
How are the names of the people who worked on the validation review recorded and maintained for future reference? 




 Records of the Oversight Committee who is responsible for all material                  reviews.
M-3     How can candidates obtain technical materials used for certification tests? 
  


            CPFR issues copies of all books that will be taught from in the academy to every student, as well as copies of all skills sheets. 


Any other candidate can get books from the Training Division by request, and all skill sheets are available on the Training Website.
M-4
**The applying agency must have skill evaluation sheets that have elements/tasks identifying the various steps required for successful completion of each requisite skill required by the standard/level, and copies of all skill evaluation sheets must be made available for review during the site visit. 

All skill sheets are available on the CPFR Training Division Web Site.
QUESTIONS M-10 THROUGH M-14 MUST BE ANSWERED BY THE BY THE PERSON OR AGENCY THAT DEVELOPS THE  TEST ITEMS OR TEST ITEM BANKS AND SKILLS EVALUATION CHECKLISTS ALL QUESTIONS MUST BE ANSWERED. (IF THE ANSWERS ARE FURNISHED BY OTHER THAN THE ENTITY APPLYING FOR ACCREDITATION OR REACCREDITATION, THE APPLYING  ENTITY MUST COMPLETE THIS SECTION USING THOSE RESPONSES)

M-10
 List the names and credentials of those persons responsible for developing the test items and or test item banks and the skills evaluation checklists that will be used by the agency applying for accreditation. 

      Assistant Chief of Training is responsible for developing written test instruments.


The training Captain is responsible for developing the skills evaluation checklists. 
M-11
**What is the agency’s frequency for conducting test item analysis for written 


tests?  The agency must have a policy for conducting test item analysis, including procedures for repairing or replacing questions)


PTS conducts test-item analysis each time a new NFPA Standard is issued. Test usage data are collected from organizations that use our materials and from agencies that we produce their selection and promotional tests. If the test-item analyses indicate a question is faulty, either by using inter-item analysis, item discrimination statistics, or alternative marking patterns; PTS either eliminates the test item or modifies it to ensure proper performance on future tests.

M-12   Does the agency have test items technical material documented, such as, title, publisher, edition, and page number? 

 All test items included in PTS FIRE TEST BANKS meet this requirement and documentation is stored with each test item in the Notes Section


A.
 How does the person or agency responsible for developing the test items document the test question technical material, such as, title, publisher, edition, and page number? 


(See response M-12 above.)

B. 
 Describe the record that tracks how each test item and skills evaluation checklist is developed and reviewed including the linkage of test items and skills evaluation checklists to the standards, the sources and authorities for them, and compiling of test items and skills evaluation checklists for the final test instrument. 
PTS develops cognitive test items. Each cognitive test item is developed by trained and experienced fire service persons (Subject Matter Experts, SMEs). Their work is then reviewed by PTS staff for compliance to test-item writing standards and format models. Once this work is completed a Technical Review Committee composed of 5 to 7 SMEs is reviews every test item to ensure the knowledge being measured is required on the job using a must-know and need to know consensus model. The test items are then coded to specific portions of the appropriate NFPA Standard. This work culminates with the production of a comprehensive cross-reference table by question and specific areas of the NFPA Standard. The cross-reference table is provided to all certification customers along with the test item bank at no additional charge.
M-13    How is security maintained on test item development materials and scrap paper used by test item writers, reviewers, typist, reproduction workers, scorers and all other individuals involved in test item development? 
             All working papers, test-item review materials, and other test-item related documents are                                                                   stored and accessed by those with a need to know and use the information as part of their job requirements. Since all information related to the validation process is electronically stored within each test item bank, PTS destroys all out of date materials once a new version of the test item banks is    created. This period is usually about 30 months.

M-14
 Did the person or agency responsible for developing the test items and/or test item banks and skills evaluation checklists make an effort to ensure that test items are prepared and reviewed by job knowledge experts that represent diverse constituencies? 

PTS developmental processes result in face, technical content, and job-   construct        validity based on accepted practices in the testing industry. The process used by PTS is copyrighted and can be reviewed by persons with a need to know (See also Response M-12, B.)

QUESTIONS M-100 THROUGH M-115 MUST BE ANSWERED BY THE BY THE PERSON OR AGENCY THAT DEVELOPS THE TEST INSTRUMENTS AND ANALYZES TEST RESULTS.  ALL QUESTIONS MUST BE ANSWERED.  (IF THE ANSWERS ARE FURNISHED BY OTHER THAN THE ENTITY APPLYING FOR ACCREDITAITON OR REACCREDITATION, THE APPLYING  ENTITY MUST COMPLETE THIS SECTION USING THEIR RESPONSES)
M-100 
List the names and credentials of those persons responsible for developing the tests that will be used by the agency applying for accreditation 


The Assistant Chief of Training is responsible developing the test instruments from the test bank pervaded by PTS.
M-101 
How does the agency ensure the security of tests during the agency’s development process? Describe the process used to develop a test instrument. 

      Please see the Pro Board Certification Test Manual under the tab written Test.
M-102
What is the usual life of a test instrument? 


The usual life of a test instrument is 1 year, and reviewed after every test. 
M-103
If parts of a test are differentially weighted, how are the weights determined?    




All parts of the test are weighted the same.
M-104
How are test’s cut-scores established? 


Test’s cut-scores for Fire Service Certificates have been set by CPFR at 80%
M-105 If Standard Error of Measurement (SEM) is used does the agency have a 




written policy regarding its application and how is it applied? 



The (SEM) is not used, CPFR uses raw scores.
M-106
 List the descriptive statistics generated for test instruments and explain how they 




 are used.


PTS develops and provides a cross reference table with all test banks to certification entities. Test-item validation information is stored with each test item in the various test item banks under the “Notes” portion of the test item window. Each entities test item bank automatically stores test item statistics, usage information, marking patterns, and reliability estimates when tests are scored and statistics are updated.

A.
How often are they generated?

After Every test
M-107
**What is the agency’s frequency for conducting written test analysis? The 




agency must have a policy for conducting test analysis, including procedures for 




repairing or replacing questions. 
            Policy 615B section 8

            8. The Oversight Committee will review all written test material and skill          sheets at its annual meeting. Or when any major issue with the material is brought to the attention of the committee. 

            8A. When reviewing written test questions the committee will check all                                               NFPA references given for a question. Making any changes necessary to assure                                all references are correct and all questions are covered in the teaching                                    material.


8B.  When reviewing skill sheets, the committee will make sure the skill sheets                                    meet NFPA standards as well as CPFRs standards. Making any changes                                to assure the skill sheets meet the standards.

M-108  How does the agency ensure that written test instruments have a sufficient number of test items? How does the person or agency responsible for developing certification tests ensure that written test instruments have a sufficient number of test items to cause them to be statistically reliable? 

      Numbers of test items make little contribution to reliability. Test reliability is more     dependent on the number of persons taking a particular test. A 10 item test with 20 or more respondents can produce acceptable reliability estimates. It should be noted that a high number of test items, more than 150, can begin to adversely affect test reliability. Our research indicates that 150 test items on a test is optimum in terms of comprehensive coverage and reliability estimates.

M-109**When certification testing is accomplished with written testing methodology  the tests  may “sample” the candidate’s competencies of a standard or level.  Describe the agency’s policy or procedure that determines how written test questions are selected for testing. 


CPFR uses the Stratified random sampling process to select written test questions from the test banks provided by Performance Training Systems Inc.
M-110**When certification testing is accomplished with skills testing methodology the tests  may “sample” the candidate’s competencies of a standard or level.  Describe the agency’s policy or procedure that determines how required skills are selected for testing, including those skills that are required for all certification tests. 



 Please see the Pro Board Certification Test Manual under the tab Practical Exam Construction.
M-111   Are there time limits for cognitive tests and, if time limits are used, how are they    established?

Yes we have time limits for cognitive tests. We take the previous ten tests with the equal amount of questions, average the time it takes for the last person to finish, and then add 30 minutes to get to our allowable time for a test.

Are there time limits for skill performance tests; and, if time limits are used, how are they established and are they related to the speed required doing the actual job? 

No time limits have been placed on skill performance test, but skills should be completed in a reasonable time frame. The only exception to this is Donning an SCBA and Donning your PPE. Both skills have a time limit of one (1) minute.
M-112 How does the person or agency responsible for developing the certification tests ensure that test items are pre-tested and that appropriate revisions are made based on test analysis data? 


Policy 615B
M-113
When multiple versions of the same test are developed, how does the agency ensure each form is equivalent?


When multiple versions of a test are developed, we use the same questions, but put them in different order, as well as each question has the same choices for answers but they also can be put in different order. 
M-114 What precautions are in place to ensure the security of certification tests and answer keys during all steps of test development and validation review? 

When a test is developed, it is done so by the Chief of Training. It is in his control until he gives it to the test proctor. The test proctor is responsible for the security of the test once he receives it. He must keep it secured and make sure that no copies of the test or any questions are made. When the test is over it is the proctor’s responsibility to retrieve all test and return them to the Chief of Training. 
M-115 How is access to test development materials restricted to ensure that only authorized personnel have access? 

All test banks are password protected. All hard copies are kept in locked file cabinets.
IF THE AGENCY UTILIZES THE PORTFOLIO METHOD OF EVALUATION FOR ANY STANDARDS, OR PARTS OF STANDARDS, THE AGENCY SHALL ANSWER QUESTIONS M-200 THROUGH M-216.
M-200 through M216 are N/A for Central Pierce Fire &Rescue
M-200 Describe the method used to select members of the Evaluation Audit Team.

M-201 Describe how the agency will ensure that members of the Evaluation Audit Team are aware of the conflict of interest issues that can arise during the evaluation process and how the agency prevents conflict of interest issues.

M-202 Describe the eligibility and expertise criteria for selecting members of the Evaluation Audit Team.

M-203 Describe how the agency will train and prepare the Evaluation Audit Team members for fair and consistent evaluations.

M-204 Describe the agency’s plan for assigning an “advocate” for the candidates.

M-205 Describe the items (educational courses, certificates, credentials, documents, etc.) that the agency deems comparable to the specific job performance requirement, requisite knowledge, requisite skills, or objectives to be measured through the portfolio process.

M-206 Describe how the agency will authenticate the items deemed comparable to the job performance requirements, requisite knowledge, requisite skills and objectives.

M-207 Describe the process of authenticating predetermined credentials.

M-208 Describe the process for considering or evaluating, educational courses, certificates, credentials and documents that are not on the predetermined credential list.

M-209 Describe the set of instructions provided to the candidates when the portfolio process is utilized.

M-210 Describe the process for evaluating those acceptable, or required, educational courses, certificates, credentials and documents that accurately measure compliance with a specific job performance requirement, requisite knowledge, requisite skill or objective.

M-211 Describe the agency’s “pass/fail” policy or other “grading” policy.

M-212 Describe how the agency will set a “passing grade” when utilizing the portfolio processes.

M-213 Describe the agency’s Appeals Process when candidates are denied certification through the portfolio process.

M-214**Agencies that “delegate authority” to another agency to perform portfolio methods of evaluation shall ensure that the above requirements are maintained at all times.

M-215 Describe the measures taken to minimize the potential for fraud when utilizing the portfolio processes.

M-216 Describe the process that the agency will use to reconsider incorrectly awarded credit resulting from a mistake or fraud.

IF THE AGENCY UTILIZES THE PROJECT METHOD OF EVALUATION FOR ANY STANDARDS, OR PARTS OF STANDARDS, THE AGENCY SHALL ANSWER QUESTIONS M-300 THROUGH M-309.

M-300 through M-309 are N/A for Central Pierce Fire &Rescue
M-300 Describe the processes used to develop the projects to meet the applicable job performance requirements or objectives of the appropriate standard.

M-301 Identify the persons assigned to develop the projects.

M-302 Define whether projects will be individual or team based.

M-303 Describe the process for evaluating assigned projects that accurately measure compliance with a specific job performance requirement, requisite knowledge, requisite skill or objective.  For example; a prepared checklist of required evaluation points.  Projects may be evaluated by the Instructor when the project was not developed by the Instructor.  When the project is developed by the Instructor another qualified person must conduct the evaluation.

M-304 Describe the procedures for grading and evaluating individuals when the project is conducted as a team effort.

M-305 Describe how the agency will set a “passing grade” when utilizing the project process.

M-306 Describe the agency’s Appeals Process when candidates are denied certification through the project process.

M-307**Agencies that “delegate authority” to another agency to perform project methods of evaluation shall ensure that the above requirements are maintained at all times.

M-308 Describe the measures taken to minimize the potential for fraud when utilizing the project processes.

M-309 Describe the process that the agency will use to reconsider incorrectly awarded credit resulting from a mistake or fraud.
GLOSSARY OF TERMS

Accreditation
Acknowledgment recommended by the Committee on Accreditation and granted by the Board of Directors of the National Board on Fire Service Professional Qualifications, that the procedures of an eligible agency meet the objectives of the criteria for accreditation.

Accredited Agency
An agency accredited by the Committee on Accreditation to conduct certification under the National Professional Qualifications System.

Agency Advisory Committee

A group of individuals selected by an agency to oversee or provide recommendations and advise on policies and procedures for certification.  Same as the Oversight Committee.

Agency
A body having the authority to certify personnel to national standards.

Assessment Methodology Matrix

A form provided by the Pro Board that, when filled out by an agency, fulfills the requirement of the standard-to-test correlation matrix.

Audit Team

A person or persons qualified by an agency to evaluate portfolio or project processes for compliance with a standard or portion of a standard.

Certification
The issuance of a certificate to acknowledge that an individual has acquired the skills and knowledge necessary to meet a particular standard of professional competency for fire service personnel.

Committee on Accreditation (COA)
The Committee on Accreditation (COA) is responsible for the day-to-day operations of the National Professional Qualification System.  The COA shall review applications for accreditation and accreditation self-study documents; conduct initial and 5-year site visit evaluations; approve or deny request for accreditation; and, ensure compliance with the operating procedures of the National Board on Fire Service Professional Qualifications.   The Advisory Committee shall elect three members to the COA and the Board of Directors shall appoint the remaining members.  Members representing the Advisory Committee shall be elected in alternating years for three-year terms and they may be elected to successive terms.  Members serving at the pleasure of the Board of Directors shall be reappointed annually.  With the 
exception of the Accreditation Manager, who serves as the Chair of the COA, persons serving on the COA do not receive compensation for their participation, but are reimbursed for their expenses.  The COA shall meet at least quarterly and have two-thirds members present for a quorum.

Delegation of Authority
The process by which an accredited agency authorizes another agency to conduct certification behalf of the originally accredited agency.  The delegating agency is responsible to ensure that the delegated agency conforms to all Pro Board policies and procedures.

Descriptive Statistics

Methods used to summarize and describe data in a clear and understandable way.  The two basic methods include numerical (computing statistics such as mean and standard deviation) and graphical (creating distribution plots and bar charts).
Extension of Accreditation
The addition of more levels of accreditation to an already accredited agency.

Fire Service Personnel
Members of a Federal, State, or Local fire protection agency.

National Board on Fire Service Professional Qualifications (Pro Board)
A non-profit corporation formed to continue the National Professional Qualifications System for the fire service that is designed to improve life safety and fire protection.  The Pro Board is managed by representatives from the International Association of Arson Investigators (IAAI), the International Association of Fire Chiefs (IAFC), the National Association of State Fire 

Marshals (NASFM), the National Fire Protection Association (NFPA), the North American Fire 

Training Directors (NAFTD), one member At Large, one ex-officio member from the Advisory Committee, and one ex-officio member from the Committee on Accreditation.

National Professional Qualifications System  (Pro Board)
A system of standards for fire and emergency service personnel and certification criteria, established in 1972, operated by the National Board on Fire Service Professional Qualifications to recognize achievement of professional qualification through accreditation and certification.

Oversight Committee

A group of individuals selected by an agency to oversee or provide recommendations and advise on policies and procedures for certification.  Same as the Agency Advisory Committee.

Portfolio

A compilation of materials assembled to verify or validate compliance with a particular level of a standard or job performance requirement, requisite knowledge, requisite skill, or objective of a standard.
Pro Board Advisory Committee
The Advisory Committee is a standing committee consisting of one representative from each accredited agency as established by the Board of Directors in accordance with the By-Laws of the National Board on Fire Service Professional Qualifications.  The purpose of the Advisory Committee is to advise the Board of Directors on procedural issues and improvements to the system.  Persons selected to serve on the Advisory Committee are appointed by their Accredited Agency.

The Advisory Committee shall elect one member from the Committee to serve as the Chairperson for the Advisory Committee; and, that person will also serve as an ex-officio member on the Board of Directors and a member of the Committee on Accreditation.  The Chairperson is elected for a three year term and may be re-elected to consecutive terms.

The Advisory Committee shall elect three members from the Committee to serve on the Committee on Accreditation (COA).  Each elected member will serve a three year term and may be re-elected to consecutive terms.

The Advisory Committee shall meet annually at a time and place designated by the Board of Directors.  The Board of Directors may also call special meetings of the Advisory Committee when needed.
Project

An assigned task that requires the candidate(s) for certification to meet the requirements of a particular job performance requirement, requisite knowledge, requisite skill, or objective of a standard.

Standard
A professional criterion approved by the National Board on Fire Service Professional Qualifications (Pro Board) for inclusion in the National Professional Qualifications System for the fire service.

Standard-to-test Correlation Matrix

A chart, spreadsheet, or similar document that identifies the methodology used to evaluate certification candidates for a particular standard or level of a standard.  This document should provide the following information:

· Standard, level, and edition;

· The test methodology (cognitive, skill, portfolio, project, or other) used to evaluate each job performance requirement OR requisite knowledge AND requisite skill, or objective of a standard;

· The number of questions from the agency’s test question bank that correlates to each job performance requirement OR requisite knowledge AND requisite skill, or objective of the standard.

· The identification number of the skill evaluation sheets that are utilized to evaluate the required skills.

The Pro Board has developed an Assessment Methodology Matrix for each standard/level that is available for use by an applicant for accreditation, extension of accreditation, or re-accreditation upon request. 

Test Bank

A grouping of test items that address all job performance requirements, requisite knowledge, requisite skills, or objectives of a particular standard; and, are of sufficient quantity to produce one or more test instruments that will sufficiently exam an individual’s competencies of a standard.

Test Instrument

A grouping of test items selected from a Test Bank that will sufficiently exam an individual’s competencies of a standard.

Test Item

A question used to exam an individual’s competency to a particular job performance requirement, requisite knowledge, requisite skill, or objective of a standard.

Test Methodology

The process or method (cognitive, manipulative, portfolio, project, or other) used to evaluate a candidate for certification to ensure competency with a particular job performance requirement, requisite knowledge, requisite skill, or objective of a standard or level of a standard.
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