



Fire Department Management
Course Syllabus
Scope of Course
The topics that will be presented in this course will meet and exceed NFPA 1021.  The course will also satisfy the requisite training for Firefighters Standards and Training Council for NPQ Fire Officer II.  The following are the topics that will be delivered during this course:

I. Governmental Theory
II. Human Resource Management

III. Performance Appraisals
IV. Discipline

V. Organizational Theory

VI. Communication Skills

VII. Project Management

VIII. Budget Preparation 

IX. Purchasing

X. Information Management Systems

XI. Fire Prevention 

XII. Emergency Operations of Multi Unit Incidents

XIII. Incident Report Writing

XIV. Health and Safety

To strengthen the program there will be several activities that are within most of the sections.  The goal of the activities is to enhance the learning atmosphere and also prepare the participants for the task book assignment from Firefighters Standards and Training.  

Dress Code for Class:
One of the underlying themes of this course is increasing professionalism and public image of the fire service.  With that theme in mind each student is required to wear a uniform each day.   Should the student not have a uniform or enough for the two week period a golf shirt with slacks will be acceptable.  Students shall not wear t-shirts and jeans to class.

Activities:

Activities that dwell into interpersonal dynamics and group dynamics will be conducted.  This activity will dwell into different thought processes and how to manage and enhance these thought processes.   The DISC instrument will be used for this section.
Within the performance appraisal section there will be an activity conducted in which each person will have to develop an appraisal instrument and also do a mock evaluation of a subordinate.  Job descriptions and a years worth of documentation will be provided to conduct the appraisal.

A role play exercise will be used within the discipline portion of the program.  Each student will be given a scenario and have to perform a counseling session, coaching session, formal write up, recommendation for suspension, and internal investigation leading to possible termination. 
A video will be viewed by the students illustrating the dangers of Group Think.  The video examines the Space Shuttle Challenger tragedy and how it could have been prevented had NASA listened to one engineer.  Once the video is completed a presentation will be given on a firefighter fatality and discussion on how it could be related to group think and strategies to overcome it.. 

To build on the communications section each student will have to complete a written communication to superior officer on a given topic and also give an oral report as well.  

One of the pre-course requirements will be to obtain a section of their department’s budget.  Each student will have take that section and make a budget proposal for the next year’s budget year based on the previous year’s budget and what they feel will be needed in the following year.  In addition as a part of this presentation a cost benefit analysis will be have to be presented to justify their request.

To build on purchasing skills the students will have to develop a bid request for a single piece of equipment. The equipment will be assigned to them and will be a small capital item.  Each person will have to develop the bid process, award process, award letter, and a press release on the purchase of the equipment.

The company officer should be able to examine statistics and determine trends.  Each group will conduct a run report analysis to determine standards of cover for a response zone within a fictional agency.
Fire prevention is a major component of all company officer’s duties.  Each group will conduct a company inspection through a virtual reality inspection simulator. Once completed each group will present the findings in a role play scenario to the business manager.
There will be a cause and determination activity conducted during in which the students will be broken into groups and will have to sketch a fire scene, diagram it, take photos, collect data, and apply trends of arson to determine if the call was suspicious.

Each group will be presented with a large scale incident and a command scenario will take place.  In addition IAP's will be discussed what forms are required to complete this vital document.

Once the incident is complete each group will be assigned to write and present an incident report for a given portion of the above mentioned exercise. 
A post incident analysis will be presented within each group from the incident.
The final exercise will relate to a near miss and how to enter a near miss into the national data base.  
Target Audience

The target audience for this course will be company officers.  Their rank could be either Captain or Lieutenant and probably will frequently fill in at a higher rank.  Battalion Chiefs would also gain from the course. This course expands on topics that are covered in Acting Officer in Charge, Transitional and Interpersonal Leadership Training, and Fire Department Supervision.
Course Length

80 hours in length

Course Purpose
The Fire Department Management course is designed to provide the Fire Officer, who is in charge of a single fire company or station, with information and skills in personnel management. This course provides coverage in the areas of basics of communications, report writing, interpersonal communication, group dynamics, coaching and counseling skills, and performance appraisal.
Expected Outcomes/Benefits
The expected outcome of this course is train the company officer with both the administrative functions expected of an officer of that position. In addition the benefits will build a team oriented fire officer that will be an integral component of the organization and a tool to reach the vision and mission of the organization.
Precourse Materials Required 
1. IFSTA Fire and Emergency Services Company Officer 4th Edition Textbook

2. Departmental Mission Statement, Vision Statement, and Core Values Statement
3. Copy of Departmental Performance Appraisal Form and Policy

4. Departmental Discipline Policies and Procedures

5. Copy of an Incident Report from a significant alarm and daily alarm

6. A copy of a major section of the departmental operating budget and a section of the capital budget

7. Departmental Purchasing Policy

Attendance Requirements
Must be present for at least 90% of the class and also complete all activities.
Testing Requirements

Must make at least a 70% on the end of course examination.
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