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INTRODUCTION

The Michigan Fire Fighters Training Council (MFFTC) first adopted the NFPA
(National Fire Protection Association) 1001 - Standard For Firefighter Professional
Qualifications in 1984. The MFFTC adopted the complete IFSTA (International Fire
Service Training Association) Firefighter I & II curriculum package, effective
September 16, 1994.

The IFSTA curriculum contains an in-depth menu of information and exercises that
address most of the objectives of the NFPA-1001 standard. The MFFTC developed the
“Firefighter I & II Instructor Guide and Administrative Manual” to address the
remaining objectives, insure training consistency and economize the use of instructor
and student time. We are confident that this manual will assist instructors in presenting
successful FF I and FF II training programs throughout the State.

Changes to text since the 4th printing of this manual (10/98) are identified with a
vertical broken line in the right margin.

The Michigan Fire Fighters Training Council would like to thank the Maryland Fire
and Rescue Institute, our instructors, County Training Committees, Regional Training
Centers, fire service organizations, other professional organizations, government
officials, and the many other individuals for enthusiastically contributing their ideas
which continue to improve Michigan’s Fire Fighter I & II training curriculum.

The Michigan Fire Fighters Training Council remains committed to providing the
highest degree of excellence in programs and services to meet the training needs of
Michigan’s fire service.
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Instructor Information

Instructor Caution

Instructor
Qualifications

Instructors unfamiliar with the IFSTA based Michigan Firefighter I &
IT curriculum should READ sections I - V of this manual and review the
IFSTA “Implementation Guide” before attempting to plan and conduct
a training course.

1.

Note:

Qualifications to Instruct FF I & FF 11 Courses

a)

b)

d)

Must be a certified or probationary level instructor.

Probationary level instructors may only instruct under the on-site
supervision of an instructor certified at the level being instructed.
The certified instructor must be present and observing the
instruction at all times.

If the Probationary Instructor is not ready to teach, struggling with
teaching techniques and/or improperly presenting the course
material, the certified instructor must be prepared to take over the
class.

In cases of hardship, the requirement of on-site supervision may be
waived in writing by the MFFTC Region Supervisor upon written
request of the course manager.)

Must possess FF I certification (or Phases [ & II) to instruct FF I
courses and FF II certification (or Phases I-1V, 240 hour) to instruct
FF II courses.

Must be competent within subject area being taught.

Instructors teaching HazMat Awareness and/or Operations to
firefighters MUST BE MFFTC INSTRUCTORS and must also be
FRA and /or FRO certified instructors. Note: In addition to FF I
and/or II certificates, separate certificates are issued to students for
HazMat Awareness and Operations.

Instructors teaching Emergency Medical Care are exempt from the
requirements in “a” & “b” above but must possess the specific
instructor qualifications listed at the beginning of the Emergency

Medical Care Module.

Subject matter experts may be used by the Course Manager or
instructor to augment the curriculum. An attorney to speak on
Laws, Administrative Rules and Standards or a Fire Inspector to
assist with Fire Prevention and Public Fire Education would be
examples of subject matter experts. The course instructor must be
present while the subject expert is instructing.

Instructor Information
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Instructor Information (Continued)

Instructor
Qualifications
(Continued)

FF I & II General
Requirements

Note: Subject matter experts are also exempted from the

non

requirements in "a" & "b" above.
Instructor Assistants

Instructor Assistants are individuals selected by the Course Manager or
instructor who meet the requirements of "b" & "c" in Section 1 above,
and assist only under the direct on-site supervision of the certified
instructor in charge. Instructor Assistants are restricted to the following
functions:

a) May assist instructor with classroom duties other than lecture.
b) May assist instructor with conducting practical skills exercises

which includes completion of IFSTA Job Sheets and MFFTC
Handouts 12, 13, & 14.

Class Size

a) Minimum class size to qualify for MFFTC funding is 15 fire
department members from at least two departments. The Director
of Training may grant exceptions when special circumstances exist.

b) MAXIMUM CLASS SIZE IS 30. Region Supervisors may approve |
larger classes if special circumstances exist. !

Required Fire Department Membership

a) A student must be a member of an organized Michigan fire
department to be counted for funding and minimum enrollment
purposes.

b) A member of an organized fire department is defined as:

A person who has been hired and/or appointed as a member of a fire
department and is covered by the department's workers
compensation and other appropriate insurance policies.

c) Exceptions: The following individuals are allowed to participate in
FF I and/or FF II programs including FRA, FRO, as well as ICS:

1) Eligible pre-service college students enrolled in an MFFTC
sanctioned FF I, FF 11, or FF I/II course at a college or
university based Regional Training Center.

2) Department cadets and explorer scouts as defined under
“Minimum Age Requirement.”

Instructor Information
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Instructor Information (Continued)

FF I & II General 3. Minimum Age Requirement (Explorer & Cadet Exceptions)

Requirements

(Continued) a) Students must be 18 years or older on the first scheduled date of
training.

b) Exception:

1) Individuals sponsored by a fire department cadet program or fire
department Boy Scouts of America Explorer program.

(a) Department cadets and explorer scouts must be 16 to 17
years of age (no exceptions).

(b) 18 years of age or over do not qualify for cadet or explorer
status.

2) All requests for an exception must be on letterhead from the
chief of the sponsoring department, and include the following:

(a) A dated copy of the charter or resolution of the local unit of
government authorizing an explorer or cadet program within

the fire department.

3) All requests for exception must be directed to the MFFTC
Region Supervisor for review and approval.

4) Department cadets and explorers are not allowed to challenge
the FF I, FF II or FF I/II written or practical skills examination.

4. Prerequisite Courses/Exams

a) FF IB students must provide proof of their FF IA completion prior
to enrollment.

b) FF II students must provide proof of their FF I certification prior to
enrollment.

5. Student & Test Candidate Identification Required
a) Valid Michigan operator's license with photo -or-
b) Picture I. D. and certified copy of birth certificate
c) Students will be required to provide identification at time of

enrollment, during practical skills training and at both stages of
testing (written and practical skills).
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Instructor Information (Continued)

FF 1 & II General
Requirements
(Continued)

6. Physical Condition

a) The FF I & FF II practical skills training and testing program
requires significant physical exertion and stamina.

b) The MFFTC recommends applicants consult their personal or
department physician before participating in practical skills training
or testing.

c) Test candidates who are pregnant must present written approval
from their physician to participate in practical skills training or
testing.

d) Americans with Disabilities Act. Refer to MFFTC Policy 2-3.
Student Attendance & Participation Requirements
a) All students should report to class on time.

b) Students must attend a minimum of 90% of classroom training,
100% of practical skills training (or practical skills evaluation
sessions) and submit no less than 90% of homework assignments.

c) These requirements must be met for the student to continue in the
training course and participate in testing. To meet these
requirements the instructor will establish all make-up policies and
procedures; however, frivolous excuses shall not be tolerated
because of disruption to the class and the negative effect on morale.

d) If a student is not making a valid effort and more than 5% of any
requirement in item "b" is missed, the student's fire chief should be
notified in writing with a copy to the student and the MFFTC
Region Supervisor (Refer to form letter in Section IV - Forms).

e) If after notification in item “d”, a student is still not making a valid
effort and more than 10% of any requirement in item "b" is missed,
the student should be terminated from the course. The student's fire
chief should be notified in writing with a copy to the student and the
MFFTC Region Supervisor (Refer to form letter in Section IV -
Forms).

f) The MFFTC recommends the use of lesson tests or study sheets for
makeup of classroom training sessions.

g) All practical training sessions must be made-up. The instructor may
work out practical makeup on an individual basis.

Instructor Information

I-4 Rev. 05/08/2002



Instructor Information (Continued)

FF 1 & II General
Requirements
(Continued)

10.

11.

h) Students terminated from a course will not be allowed to challenge
the examination with students who complete the course.

Training Fees

a) The Course Manager or sponsor sets student fees based on the cost
of conducting the course. If student fees are charged, all students
must be charged pro rata.

b) If MFFTC funding doesn’t cover all course expenses additional fees
may be charged.

c) The fee is non-refundable unless the applicant is not accepted into
the course.

d) Use of MFFTC funds may not exceed the following amounts:
FF 1A FF IB FF1 FF II FFI & FF 11
$1675.00  $2125.00  $3800.00 $1875.00  $5675.00

Challenger Test Candidates

Qualified test candidates MUST BE ACCEPTED when they apply to
test with MFFTC registered funded courses of less than 30 students.

Exception: Students who are terminated from a FF I and/or I class for
non-compliance with MFFTC requirements may not
challenge the certification exam with the same class of
Students.

Challenger & Re-test Fee - When Applicable

A reasonable prorated fee MAY be charged to recover the cost of a
certification exam IF:

a) Students or test candidates in a funded course are assessed a
supplemental fee to cover costs in excess of MFFTC funding.

b) The course or challenge exam is MFFTC funded and there are 30 or
more students and test candidates. (Note: The course manager or
sponsor is not required to accept more than 30 students or test
candidates even though the option to charge a fee is available.)

c) The course or scheduled exam is not MFFTC funded.

Student Furnished Classroom Materials

Students must have the required classroom materials beginning with the
first class. The instructor is responsible for providing each student with

Instructor Information
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Instructor Information (Continued)

FF 1 & II General
Requirements
(Continued)

12.

13.

a list of course materials that they are expected to provide at least one
week prior to the Ist class. These are outlined in Student Handout #1.
Distributors for the IFSTA student materials are listed in Section VIII -
Resource Materials.

a)
b)
©)
d)

e)

IFSTA, Essentials of Fire Fighting, Fourth Edition
IFSTA, Student Applications Workbook for Fourth Edition
Pen or pencil and paper for note taking

Two (#2) pencils for completion of exam and evaluation scan
forms.

A CPR pocket mask is required for each student prior to the 1st
Emergency Medical class.

Student Dress & Equipment

a)

b)

c)

d)

Students must wear clothing appropriate to the class activity being
conducted.

Complete protective clothing will be required when necessary for
practical skills training activities.

Instructors will specify and announce required dress and protective
clothing in advance of each training session.

Students not wearing acceptable required personal protective
clothing and/or equipment shall NOT be allowed to participate in
practical skills training.

Conduct & Ethics

a)

b)

Students are expected to pay attention and actively participate in all
training sessions.

Horseplay, profanity, showing disrespect for an instructor or
MFFTC representative or any other type of disruptive behavior may
result in immediate student expulsion or other disciplinary action.

Discrimination or harassment involving race, religion, color, sex,
national origin, age, handicap, social or economic status are strictly
prohibited and will not be tolerated from instructors, students or
anyone else involved in MFFTC sanctioned training and testing.
Any violation must be promptly reported to the MFFTC Training
Coordinator or Region Supervisor for investigation.

Instructor Information
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Instructor Information (Continued)

FF 1 & II General
Requirements
(Continued)

14.

15.

d)

e)

g)

Cheating on any examination is grounds for immediate expulsion.

A student under the influence of Alcohol or a Controlled Substance
is grounds for immediate expulsion.

Students are not allowed to bring guests to class without advance
instructor approval. This includes, but is not limited to friends,
relatives and other fire department members.

The student's fire chief should be notified in writing of any
discipline problems and a copy provided to the student and the
MFFTC Region Supervisor. Refer to Item #17 - Student
Disciplinary Procedures, for specific instructions.

Weapons Prohibited

a)

b)

To ensure the safety of all individuals in MFFTC programs,
weapons may not be worn or carried during training or testing.

Exception: Individuals required to carry a firearm as a job
requirement will be allowed to wear the weapon per
their department policy, when attending classroom
training, while on duty.

Weapons should be stored in a safe place. By definition, a safe
place is a locked vehicle, safe, or secured storage locker. A brief
case, duffel bag or equipment bag is not adequate for weapons
storage.

Facial Hair Restricted

a)

b)

To insure a proper facepiece-to-face seal, MFFTC instructors, FF I
and/or II students, test candidates and exam evaluators shall be
completely free of facial hair that comes between the sealing
surface of the facepiece and face or that interferes with valve
function or any condition that interferes with face-to-facepiece seal
or valve function.

Failure to comply with the requirements of "a" above shall result in
the following action:

1) MFFTC probationary and certified instructors shall be
decertified.

Instructor Information
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Instructor Information (Continued)

FF 1 & II General
Requirements
(Continued)

* Protective hoods and

PASS devices are
required for all
courses that convene
on or after 10/1/02,
where the use of
structural fire fighting
PPC is required.

16.

17.

d)

2) The instructor shall not allow FF I and/or II students to
participate in ANY FF I or FF II class.

3) The test proctor shall not allow FF I and/or II test candidates or
test team members to participate in a certification examination.

This policy is based on Department of Consumer and Industry
Services (CIS: Occupational Health Standards — Part 451.
Respirator, Protection: 1910.134.(g)(1)(1)(A) & (B) and will be
strictly enforced as explained above.

If a student comes to class in violation of the facial hair policy, the
instructor or Training Coordinator will ask the student to shave or

leave. A written notice of this disciplinary action should be issued
per Item #16 — Student Disciplinary Procedures.

A second violation shall result in expulsion from the course.

Student Furnished Equipment For Testing

a)

b)

Only positive pressure SCBA may be used in MFFTC practical
skills training and testing. (Please refer to CIS: General Industry
Safety Standards — Part 74.Fire Fighting. Rule 7436, subsections
(2) & (3) for further clarification — see copy in Chapter VIII,
Resourse Materials, Page VIII-28).

Note: If the test team leader is not familiar with the operation of a
student’s brand of SCBA, the test candidate should bring the
manufacturer’s procedures to the test site.

For certification testing, personal protective clothing (PPC) must
comply with CIS: General Industry Safety Standards — Part 74.Fire
Fighting, as listed below:

1) Coat NFPA 1971;2000
2) Head, eye, & face Protection = NFPA 1971;2000
3) Footwear NFPA 1971;2000
4) Gloves NFPA 1971;2000
5) Bunker Pants NFPA 1971;2000
6) * Hood NFPA 1971;2000
7) * PASS Device NFPA 1982;1998

Student Disciplinary Procedures

There are a number of reasons why it may be necessary to discipline a
student. Disciplinary action must be documented in writing using the
“Fire Chief Notification of Student Disciplinary Action” form. A copy
of the form is in Section IV - Forms, for duplication.

Instructor Information
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Instructor Information (Continued)

FF 1 & II General
Requirements
(Continued)

18.

19.

20.

Upon completion by the Course Manager, the form is distributed as

follows:

a) Original to student’s fire chief (or supervisor if the student is a fire
chief)

b) Copy to student

c) Copy to MFFTC Region Supervisor

d) Copy to instructor

Live Fire Training

a) Use of structural live fire training in MFFTC sanctioned
training programs is not required but may be used at the
discretion of the instructor or sponsor.

b) If structural live fire training is used in an MFFTC sanctioned
training program, it must be conducted in an engineered burn
facility designed for repetitive burns and in compliance with
MFFTC Policies governing Structural Live Fire Training. (Policy |
#2-13, Structural Live Fire Training for Interior Attack. A copy can !
be found in Chapter VIII, Resourse Materials, Page VIII-41) '

FF 1 & II Mandatory Testing Law

a) The mandatory certification examination is made up of two parts,
FF I and FF II.

b) A person must provide documentation of FF I certification before
he or she is eligible to take the FF II exam.

A person may not take a FF I exam and a FF II exam on the same
day, because the FF I exam must be scored and the certification
issued before the FF II exam can be processed.

c) A person may take a combination FF I & II exam in lieu of taking a
FF I exam and a FF II exam separately.

FF I and/or II Re-testing

a) A fire department member that has failed the FF I and/or 11
examination may retake it at any registered course or examination
that is accepting applications. Applicant must comply with the
requirements of Item #9, Challenger and Re-test Fee - When
Applicable.

b) Pre-service candidates may re-test for FF I and/or II at any eligible
site, if the original college or university acknowledges in writing, on
letterhead signed by a responsible representative that the institution
assumes responsibility and liability for the pre-service student while

Instructor Information
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Instructor Information (Continued)

FF 1 & II General
Requirements
(Continued)

21.

22,

re-testing. This written acknowledgment must be presented to
the Course/Exam Manager to gain entry to a re-test. The
written acknowledgment must be submitted to the MFFTC with
final paperwork.

c) A re-test candidate is responsible to locate an exam with an
opening, and forward a copy of his/her MFFTC “Notification of
Exam Results” to the course manager or sponsor at least eight (8)

weeks prior to the exam date.

d) An individual who has failed the written stage or practical skills

stage of the exam may schedule a re-test. The individual retaking

the exam is responsible for making all arrangements a
minimum of eight (8) weeks in advance of the re-test date.

e) The course manager may not re-test his/her students on an
individual basis. All re-tests must be scheduled through a
registered course or examination per item a) above.

FF 1A, Verification of Completion

a) A Verification of FF IA Completion is issued for each successful
student by the MFFTC upon receipt of the final course paperwork.

b) Students are required to present the Verification of FF IA
Completion to gain entry to a FF IB training course.

Issuance of Certificates

a) FF I, FF II or FF I & II Certificates will be issued to all test
candidates who pass the FF I, FF II or FF I & 1II certification
examinations.

b) FF I, FF II or FF I & II Pre-service, Explorer or Cadet Certificates
will be issued to all pre-service, Explorer or Cadet students who
complete a MFFTC FF 1, FF II or FF I & 11 training course and
pass the FF I, FF II or FF I & II certification examination. (Refer
to Student Handout #1, Department Membership)

c) A HazMat First Responder Awareness or Operations Certificate
will be issued to students upon successful completion of each
course.

Instructor Information
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Instructor Information (Continued)

Instructional
Environment &
Equipment Needs

1.

Classroom and furnishings

a) The classroom should be large enough to comfortably accommodate
all students and staff, have appropriate climate and light control,
and be free of interruptions caused by unrelated noise, walk through

traffic etc.

b) Each student should have a comfortable chair and a writing surface
(table preferred).

Audiovisual & Instructional Equipment & Materials

The course manager or the instructor must determine the need for
audiovisual and instructional support equipment and materials well in
advance of class. Such considerations may include but not be limited to:
a) Slides, videotapes, overhead transparencies, power point

b) Flip charts with pads and stand

c) Supplies, i.e., stapler, tape, 3-hole punch, scissors

d) Student handouts - in adequate quantity

e) Overhead projector, slide projector, screen

f) VHS VCR with monitor

Instructor Responsibility

a) The instructor should insure the classroom is properly arranged and
accessible to students PRIOR to the scheduled start time.

b) Review of additional instructor information and hints appear at the
beginning of each IFSTA chapter.

Classroom Disruptions

To keep classroom disruptions to a minimum, the MFFTC recommends
that pagers, radio monitors and hand-held radios be set in the alert
position or preferably switched off. The instructor should take
additional steps if necessary to deal with such interruptions.

Instructor Information
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Course Paperwork Procedures

Set-up Paperwork Scheduling of FF I and/or II courses should be coordinated with the County
Training Committee (CTC). Course Application Forms (FMD-110) for
funded courses must be signed by the Course Manager and the CTC
representative.

MFFTC forms required for setting up courses are available through the
County Training Committee, MFFTC Training Coordinator or Region
Supervisor.

Sample copies of the forms referenced below are included in Section IV -
Forms.

1. FMD-110, Course Application form
Refer to directions on back of form for proper processing.

a. Complete the FMD-110, and obtain the signature of the County
Training Committee representative if MFFTC funded.

b. FMD-110 must be received by Region Supervisor a minimum of 6
weeks prior to start date of course.

c. Upon MFFTC approval, a copy of the FMD-110 Course Approval is
returned to the Course Manager or the alternate shipping address
provided.

d. HazMat First Responder AWARENESS and OPERATIONS

1. Each HazMat course within a FF I and/or 1I course should be
requested on the same FMD-110 Course Application.

2. All established HazMat instructor procedures must be followed.

3. Refer to Section VI - Michigan Modules, M-5 and M-6 for
additional information on scheduling HazMat courses within FF |
and/or II courses.

2. FMD-103A and FMD-103B, I & II Instructor Schedule Refer to
directions on back of each form for proper processing.

a. MUST BE COMPLETED AND SUBMITTED TO MFFTC
Region Supervisor with the FMD-110.

b. The course manager shall schedule an exam date with the Training
Coordinator, (“Exam Proctor”) and enter it on the FMD-103B before
submittal to the Region Supervisor.
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Course Paperwork Procedures (Continued)

Set-up Paperwork
(Continued)

Note: The written stage and practical skills stage of the exam may

be conducted on different days. However, if both are
conducted on the same day, the written stage must be
administered first. Following the written stage, a rest break
and nourishment must be provided before conducting the
practical skills stage.

3. FMD-104, Video Schedule
Refer to directions on back of form for proper processing.

a. MUST BE COMPLETED AND SUBMITTED TO MFFTC
Region Supervisor with the FMD-110.

b. To schedule videos, refer to the Video Catalog in Section VIII -
Resource Materials.

1.

Priority will be given to requests for videos used with MFFTC
registered courses. Other video requests are restricted to MFFTC
Registered Fire Department Training Officers and Certified
Instructors.

To use a video other than for use with a registered course, the Fire
Department Training Officer or MFFTC Instructor must submit a
FMD-104 Video Schedule and a written request on letterhead
indicating the purpose of the request, six weeks before the use
date.

Additional information can be found on the back of the FMD-104
Video Schedule, including the address for submittal.

Because of the volume of requests for videos, telephone or
walk-in requests cannot be accepted.

FMD-102, Student Roster

Refer to directions on back of form for proper processing.

a.

AIl FF IA, IB, I, IT and I & 1I courses require a “Beginning Student
Roster™.

Submit a copy of the triplicate FMD-102 Roster form to the
Region Supervisor after the third class session.

5. FMD-111, Course Change/Cancellation
Refer to directions on back of form for proper processing.
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Course Paperwork Procedures (Continued)

Set-up Paperwork
(Continued)

a.

Course cancellations, instructor changes, and date changes must
be made in writing using this form. Please immediately notify the
MFFTC of a course cancellation, instructor change, or change in the
start date or end date.

Note: For FF I, II, and FF I & Il courses, please notify your
Training Coordinator if the date or location of an individual
class is changed. If you cannot reach the Training
Coordinator, call the Region Supervisor.

Check the box on line (S) to cancel a course.

Payment of funded courses requires that final paperwork be
received at the Lansing Office within 30 days of the end date
stated on the FMD-110 Course Application form or payment will
be canceled. For this reason, it is critical that date changes be
reported immediately.

Please Note: The FMD-111 course date change procedures
cannot be used to circumvent the 6-week lead time
requirement.

6. FMD-215 Challenger Test Application

a.

Individuals who choose to challenge the certification exam must

submit a completed FMD-215 Challenger Test Application to the
course manager or sponsor. The application is to be reviewed for |
accuracy. It must be received in time to order exams at least eight (8)
weeks prior to the scheduled exam date.

Qualified test candidates MUST BE ACCEPTED when they apply to
test with MFFTC registered funded courses of less than 30 students.

Exception: Students who are terminated from a FF I and/or Il course
for non-compliance with MFFTC requirements will not be
allowed to challenge the certification exam with the same
class of students.

When proctoring the written examination, the Proctor will check each
test candidate’s picture 1. D. against his/her challenger test
application.

CHALLENGER TEST APPLICATIONS MUST BE SUBMITTED
TO THE MFFTC LANSING OFFICE WITH THE EXAM
REQUEST FORM. The applications will be brought to the exam site
by the Proctor.
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Course Paperwork Procedures (Continued)

Set-up Paperwork

(Continued)

Final Paperwork

7. FFLFF 1L, FF 1 & 11, and the MFRI FO I & II Exam Request

a. This form, found in the Course Manager Test Packet sent with your
course approval, must be received in the Lansing office at least six
(6) weeks but not more than twelve (12) weeks PRIOR to the
examination date. The exact number of test candidates must be
indicated, including challengers and re-testers.

b. CHALLENGER TEST APPLICATIONS (for challengers) &
NOTIFICATION OF EXAM RESULTS (for retesters) MUST BE
SUBMITTED TO THE MFFTC LANSING OFFICE WITH THE
EXAM REQUEST FORM.

Note: The MFRI FO I & II program does not allow exam
challenges.

FINAL PAPERWORK MUST BE SUBMITTED IN AN ORGANIZED
MANNER AND RECEIVED AT THE MFFTC LANSING OFFICE
WITHIN 30 DAYS OF THE END DATE AS STATED ON THE FMD-110,
COURSE APPLICATION FORM. OVERDUE PAPERWORK WILL
RESULT IN CANCELLATION OF PAYMENT FOR FUNDED
COURSES. EXAMS WILL NOT BE GRADED UNTIL ALL FINAL
PAPERWORK IS RECEIVED. BE SURE TO INCLUDE THE COURSE
NUMBER ON FINAL PAPERWORK.

Note: Upon completion of the final exam for a FF I, II, or FF I & II, the
Proctor will take possession of all final paperwork and ship it to the
MFFTC in Lansing.

The following is the required final paperwork that must be received by the
MFFTC as discussed above:

1. FMD-250 Instructor Activity & Payment
Refer to directions on back of form for proper processing.

a. Must be completed FOR ALL COURSES. Used to track instructor
activity and bill for instructor payment.

b. If the course is taught by more than one instructor, individual
information pertaining to each instructor must be completed.

c. MUST BE SIGNED BY THE COURSE MANAGER OR
INSTRUCTOR OF RECORD.

d. For a certified or probationary instructor or exam evaluator to receive
payment for a funded course, a W-9 form must be on file with the
Management & Budget Department.
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Course Paperwork Procedures (Continued)

Final Paperwork
(Continued)

2.

Final Paperwork Checklist

To assist instructors with identifying all final paperwork, refer to “Course
Materials Shipped & Scheduled” included with the course materials. Any
item marked with an asterisk (*) indicates required final paperwork.

Instructor’s Course Survey

a. The purpose of the Instructor’s Course Survey is to gain feedback for
the continual updating and improvement of the curriculum. Please be
thorough, direct and objective with your responses.

b. Use of this survey is mandatory for the first year (10/1/01 to :
9/30/02) of the IFSTA curriculum and shall be submitted with the

final paperwork.

Student Activity Record
Refer to directions on back of form for proper processing.

a. Submit the completed “original” Student Activity Record with
final paperwork for retention by the MFFTC.

b. It is recommended that the course manager, instructor of record or
sponsor retain a “copy” of the Student Activity Record for three years.

Exam Answer Sheet Scan Form - Instructor Responsibilities

a. WITHOUT EXECPTION, each student must complete an Exam
Answer Scan Sheet.

Note: For FF I, FF 11, FF I/Il, MFRI FO I and FO II classes:
If a student who attends the course and is unable to attend the
written and/or practical exam, the Instructor shall ensure that
an exam answer sheet scan form is filled out and returned with
the final paperwork. A failure notification letter will be
generated and sent to the course manager and/or student’s fire
department.

b. Review each Exam Answer Sheet Scan Form for completeness.

c. For courses with a Practical Skills exam, darken the practical skills
PASS or FAIL oval in the Instructor Box on the back of the scan
sheet.

Note: A FF I, FF II, or FF I & II practical retester shall fill out a
Exam Answer Scan Form at the practical exam.

Course Paperwork Procedures

II-5 Rev. 05/02/2002



Course Paperwork Procedures (Continued)

Final Paperwork
(Continued)

d. The Instructor of Record must initial each Exam Answer Sheet in the
Instructor Box on the back of the scan sheet.

e. FFIB,FFL FFIL FFI & II, MFRI FO I & II completed Exam
Answer Sheets will be submitted with final paperwork by the exam
proctor.

f. All other courses, please return completed Exam Answer Sheets with
final paperwork.

. Test Booklets

a. Return test booklets for all courses (used and unused).

b. AN MFFTC INSTRUCTOR WHO RETAINS WITHOUT
AUTHORIZATION, COPIES, ALLOWS TO BE COPIED,
DIVULGES THE CONTENT OR VIOLATES THE INTEGRITY
OF AN MFFTC EXAM IN ANY WAY, WILL BE DECERTIFIED
AS AN MFFTC INSTRUCTOR.

. Notification of I and/or II Examination Results, Re-test

The original or a copy of the Notification of Exam Results for each re-test
candidate must be submitted with final paperwork.

. FMD-102, Student Roster

Refer to directions on back of form for proper processing.
a. A final S