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How to fill out a taskbook correctly
Covering common mistakes that hold up taskbook review

V2419



INCIDENT / EVENT CODING
• When signing in a taskbook, each task has this code identified.
• The incident / event being given credit must be applicable to  

the code listed on the task.
• For example, an evaluator should not give credit for  

experience gained on a hurricane response for a W or RX  
coded task.

• Evaluators and trainees should both carefully review these  
codes to make sure tasks are credited properly.

• Tasks signed off on incidents / events that do not meet the  
code requirements are rejected.



INCIDENT / EVENT INFORMATION
• This information is required and needs to be documented  

with detail.
• Evaluators should provide enough information so that the TFS  

Certification Committee can make an accurate assessment of  
an employee’s gained experience.

• A taskbook’s review status will be put on hold if not enough  
information is provided. Evaluators will have to be contacted  
and asked to correctly complete the evaluators page or  
provide more detailed information.

• The purpose of this information is to paint a picture of the  
experience an employee has gained. If left blank, it looks like  
nothing happened.

• Wildfire Management Type and Prescribed Fire Complexity
Level are TWO different types of levels. Choose the correct
one for the event.



Good Example of Tasks:

• Although it is not required, it is highly recommended to 
have the evaluator initial by each task that is completed 
even if previously initialed. 

• This example shows multiple signatures in each box, 
demonstrating that the trainee was evaluated for each 
task more then once. 

• Notice how each task is initialed and dated as well. 



NWCG GOOD – Initial Attack Fire
• Notice all sections have been filled in completely, some  

evaluation pages may of may not have the comments  
section.

• The Incident / Event Information listed specifically what  
fire was evaluated and exactly what the duration was. If it  
was a one day event.

• The location was specified to what Region/Branch is was.  
Do NOT simply list TX. List the responsible agency as well.

• Notice the Incident Kind and Management Type match.
• When identifying the fuels by circling the model type, it is  

okay to write out what specifically they were. It paints a  
better picture of experience.

• Carefully review and mark the appropriate Evaluator’s  
Recommendation.

• Remember to have your Evaluator sign and date the 
rating. 



ICS-225 WF – Incident Performance Rating
• All of the information needs to be filled out. To often there are  

numerous blanks on this form and it will have to be sent back to  
be completed.

• Only list ONE position being evaluated.
• BOTH the person being rated and the rater need to sign this form  

or it will be sent back.
• This form is wildfire specific, please use this for wildfire or  

prescribed burn events instead of the FEMA one. On other all-
hazard events the FEMA ICS-225 is acceptable.

• Trainee performance should be thoroughly documented in the  
notes section in addition to the column ratings. The trainee will  
benefit if they know what they are doing correctly or what needs  
to be improved.



ICS 225 GOOD EXAMPLE 
• The incident number was listed.
• The correct Location information was included.
• Rating is clearly marked for tasks performed during assignment. 
• Remarks are clearly listed on the tasks the trainee preformed and 

an explanation of the rating given are clear. 
• IF you (trainee) have a supervisor change through your  

assignment, you can get two evaluations from them both BUT  
not for the same or overlapping dates.

• Evaluators should not give an evaluation for the same dates that  
another evaluator already has. It voids your evaluation,  
essentially this is an attempt to get dual credit for the same  
experience. This is NOT accepted.

• Be sure that you as the trainee both sign and date the evaluation 
or it will be sent back. 

• Be sure that the evaluator also sings and dates the evaluation. 



225-Good Example
• All proper information is filled out like the previous example.
• This shows where the evaluator explained what happened on the 

incident as well as provided direction on what the trainee needs 
to work on. 

• This helps the trainee focus on a certain area in the taskbook that 
needs improvement or an area that they have not experienced 
yet. 



Another example of how to show recommendations in 
the remarks, while stating the good points that were 
made during that assignment. 



NWCG BAD EXAMPLE
• Missing basic information throughout.
• Duration is listed as a year and not as specific dates tied to  

specific events. Multiple events listed but not related. These  
should be different evaluations and broken down with specifics.

• Durations should not last longer than one month. If the event /  
incident lasts longer than one month, a new evaluation should be  
used.

• Evaluator’s recommendations need to be completed. This helps  
the next evaluator and also during taskbook review.

• The evaluator’s signature date is before the end of the duration  
date. Only dates actually observed by the evaluator should be  
listed.



CONTRADICTING EVALUATION

• All information is filled out correctly.
• However, when you read the remarks and compare them 

to the rating factors the remarks contradict what is 
selected in the rating factors. 

• Is this individual really ready to take the next step based 
on the rating factor?



Texas SPECIFIC PTBs (Engine Operator)  GOOD EXAMPLE
• All blocks are appropriately filled in.
• Notes were provided about the assignment and trainee’s  

performance.
• Even though this example is a 15 day assignment, there were  

only 30 actual operator hours noted. Hours operated are not the  
same as hours on shift.



Texas SPECIFIC PTBs (Engine Operator)  GOOD EXAMPLE



Texas SPECIFIC PTBs (Engine Operator)  BAD EXAMPLE
• Most of the basic information is missing.
• This duration is too long.
• There are no specific events listed.
• The evaluator marked the trainee as severely deficient but made  

no recommendations. This doesn’t help the trainee, next  
evaluator or the committee review the taskbook.

• How can we verify there were actually 500+ hours operated if no  
specifics were given?



Texas SPECIFIC PTBs (Engine Operator)  BAD EXAMPLE
• Basic information is missing.
• Multiple unrelated events / incidents listed without any specific  

information. These should be separate evaluations with specifics.
• Duration is listed as 7 months and not as specific dates tied to  

specific events. These should be different evaluations and broken  
down with specifics.

• The marked recommendations conflicts with the notes portion.  
This would cause questions and initiate follow up with the  
evaluator to clarify.

• The evaluator’s signature date is before the end of the duration  
date. Only dates actually observed by the evaluator should be  
listed.

• How can we verify there were actually 425+ hours operated if no  
specifics were given?

• Occasionally dates will be listed in place of hours, that will not  
work. Actual operator hours need to be listed.



• Raters need to give honest feedback, that’s the only way those who  
need to improve will know to do so.

• Information not filled in on evaluations will delay taskbook  
review and approvals.

• Taskbooks are a tool to provide documentation for why a trainee  
should be qualified in a certain position. Poor documentation by an  
evaluator will impact the trainee.

Remember…



COMMON QUESTIONS



When does a taskbook expire?

A TIFMAS PTB (Position Task Book) is valid for 5 years from the day it is initiated. Upon documentation of the 
first task in the PTB, the 5-year time limit is reset from that new date. If the PTB is not completed in 5 years 
from the date of the PTB initiation (or first task being evaluated), the PTB will expire.

An extension may be requested, with permission from the Fire Chief or their Designee, with an email to 
TIFMAS. 

Once a taskbook is extended, the trainee must meet all required training in the most current version of PMS 
310-1.



Who can sign in my taskbook?
An evaluator must be qualified in the position being evaluated or supervise the Trainee. If the Evaluator 
supervises the Trainee, but is not qualified in the position, the Evaluator can sign off on tasks, but cannot 
function as the Final Evaluator.

Trainees in the same position should not be signing for other trainees. Such as a ICT5 trainee signing in another 
ICT5 trainee’s book or a ENGB trainee signing on another ENGB trainee’s book.

For Chainsaw (Fallers) There is a list of TIFMAS and TFS approved final evaluators. Only these personnel are 
authorized to sign off on these positions. These lists are updated every year and can be obtained at the 
TIFMAS website. 

Note: The final evaluator is the last evaluator to sign off tasks in the PTB and signs the verification page. 
Though not required, it is recommended that the final evaluator complete an ICS 225. 

Any Additional documentation should be done on an ICS 225.  

FF1 ICT5 can have two different final evaluators. 

http://ticc.tamu.edu/Response/TIFMAS.htm


Can Evaluators reuse the same Eval number?

NO

Evaluators need to use a new number for every new 
event/incident on a new evaluation record.



What classes are required for my position?

Verify the classes that you need in the TIFMAS Business and Procedures Manual found at TIFMAS Business 
Procedures . The current PMS 310-1 can be found here: https://www.nwcg.gov/publications. 

Position task books can be initiated before attendance and successful completion of required training. Except 
for the Basic Wildland qualification.  Example….You cannot initiate a FF1/ICT5 PTB prior to having acquired the 
Basic Wildland Qualification.  

http://ticc.tamu.edu/Documents/IncidentResponse/TIFMAS/TIFMAS_Business_Guidelines.pdf
https://www.nwcg.gov/publications


What are the requirements for opening a 
taskbook?

A Trainee must be qualified in the prerequisite position prior to the next level taskbook to be initiated. It is 
recommended that a newly qualified employee serve in that position multiple times before starting the next 
level to gain sufficient experience. 

The taskbook is not considered valid until the Fire Chief or their designee approves the qualification and all 
documents are submitted to TIFMAS for final review and approval.



Renewal Process
TIFMAS departments will renew their cards (qualifications) as a whole department. Renewal years are every five 
years starting in 2016. During renewal years the TIFMAS Program will distribute TIFMAS Qualification Re-
certification Forms, by email to the agency representative. The renewal forms will be distributed on a rotating 
schedule throughout the renewal year. Until the department is placed into a 5-year cycle some cards 
(qualifications) could go beyond the 5-year renewal period. Once the agency receives the renewal notification the 
agency representative must verify that everyone on the form is:

Still a member with the department 
Has completed the renewal requirements for the qualification(s) listed per individual. 

After reviewed and signed by the agency representative, email it to TIFMAS@tfs.tamu.edu

mailto:TIFMAS@tfs.tamu.edu


How to Maintain Currency?

TIFMAS Qualifications shall be renewed every five years. To maintain currency you must follow the guidelines in the 
latest version of the TIFMAS Business manual and PMS 310-1. 
All-Hazards/ Structural 

Follow TCFP/SFFMA yearly recertification standards.
Basic Wildland (Firefighter II)

Must complete an annual fireline safety refresher with a (training) Fire shelter deployment.
Engine Operator (ENOP), Firefighter I (FFTI), Engine Boss (ENGB), Strike Team Leader (STEN), ICT4, Task Force Leader 
(TFLD), and Division Group Supervisor (DIVS).

Must complete at least one ICS-225 Form (Performance Evaluation) within the five year time frame. 
One ICS-225 Form in the highest PTB Qualification can maintain currency in lower PTB qualifications. 

EX: ICS-225 as an ENGB, will maintain FFTI and ENOP. 
Faller 3 (FAL3)

Must complete Saw refresher (course) every 2 years.



What needs to be sent to TIFMAS
• Checkoff sheet for position being applied for
• Completed NWCG taskbook
• Incident Performance Ratings (ICS-225).
• Supporting Documentation

Send to tifmas@tfs.tamu.edu

mailto:tifmas@tfs.tamu.edu


Who do I contact if I have questions?

Please contact your departments TIFMAS 
representative first

You can email tifmas@tfs.tamu.edu

mailto:tifmas@tfs.tamu.edu

