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How to fill out a taskbook correctly

Covering common mistakes that hold up taskbook review
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NATIONAL WILDFIRE COORDINATING GROUP (NWCG)
POSITION TASK BOOK

NWCG Position Task Books (PTBs} have been developed for designated National Interagency
Incident Management System (NIIMS) positions. Each PTB lists the compelencies, behaviors
and Lasks required for successlul performance i specific positions. Trainees must be observed
completing all tasks and show knowledge and competency in their performance during the
completion of this PTB.

Trainees are evaluated during this process by qualified evaluators, and the trainee’s performance
is documented in the PTB for cach task by the evaluator’s initials and date of completion. An
Evaluation Record will be completed by all evaluators documenting the traince’s progress atter
each evaluation opportunity.

Successtul performance of all tasks, as ; ided by an evaluator, will result in a
recommendation (o the al the rainee be certified i thal poSH valuation and

confirmation of damee’s performance while completing all tasks may occu ne or more
training aggments and may involve more than one evaluator during any opportunity?

NCIDENT/EVENT CODING
Fach task has a code associated with the type of training assignment where the task may be
completed. The codes are: O = other, I = incident, W = wildfire, RX = preseribed fire.

W/RX = wildfire OR prescribed fire and R = rave event, The codes are defined as:

O — Task can be completed in any situation {classroom, simulation, daily job, incident,
preseribed fire, etc.).
1 — Task must be performed on an incident managed under the Incident Command

System {LC'S). Examples include wildland fire, structural fire, oil spill, search and
rescue, hazardous material, and an emergency or non-emergency (planned or
unplanned) event.

W = Task must be performed on a wildlire mcident.
RX — Task must be performed on a prescribed fire incident.
W/RX = Task must be performed on a wildfire OR prescribed five incident.

R = Rare events such as accidents, injuries, vehicle or aircraft crashes occur

mirequently and opporiumiies 1o evaluale performance m a real selling are limited.
The evaluator should determine, through interview, if the trainee would be able to
perform the task in a real situation.

While tasks can bewafgrmed in any situation, they must be evaluated on th 1c type of
incident/event for which the¥ ad _lor example, tasks =ust be evaluated on a
wildfire; tasks coded RX must be evaluated on prescribed fire and so on. Performance of any
task on other than the designated assignment is not valid for qualification.

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.



Tasks within the PTB are numbered sequentially; however, the numbering does NOT indicate
the order in which the tasks need to be performed or evaluated.

The bullels under each numbered task are examples or mdicators of items or actions related Lo
the lask. The purpose ol the bullets is 1o assist the evaluator in evaluating the lrainee; the bullets
are nol all-inclusive. Evaluate and initial ONLY the numbered tasks. DO NOT evaluate and
initial cach individual bullet.

A more detatled description of this process and definilions of (erms are included 1n the
Wildland FFire Qualification System Guide. PMS 310-1. This document can be found at
http:{fwww.nwep. gov/pms/docs/docs.hitm.

RESPONSIBILITIES

The responsibilities of the 1lome Unit/Agency, Trainee, Coach, Training Specialist, Iivaluator,
Final Evaluator and Certifymg Official are identified in the Wildland Fire Qualification Systemn
Guide, PMS 310-1. [t is mcumbent upon each of these individuals to ensure their responsibilities
are met.

INSTRUCTIONS FOR THE POSITION TASK BOOK EVALUATION RECORD

Evaluation Record #

Each evaluator will need (o complete an evaluation record. Each evaluation record should be
numbered sequentially. Place this number at the top of the evaluation record page and also use it
in the column labeled “Lvaluation Record #* for each numbered task the trainee has
satisfactorily performed.

Trainee Information
Print the trainee’s name, position on the incident/event, home unit/agency, and the home
umagency address and phone number.

Evaluator Informatio;
Print the Ev name, position on the incident/event, home unit/ag
umi °y address and phone number.

Incident/Event Information

Incident/Event Name: Print the incident/event name.
Reference: Enter the incident code and/or fire cede.
Duration: KEnter inclusive dates during which the trainee was evaluated.
Incident Kind: Enter the kind of incident {wildfire, prescribed fire, search and rescue, flood,
hurricane, ctc.).

Location: Enter the geographic area, agency, and slale.

Management Type or Prescribed Fire Complexity Level: Circle the [CS organization level
(Type 5, Type 4, Type 3, Type 2, I'ype 1, Area Command) or the prescribed fire complexity
level {(Low, Moderale, High).

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.




Common Tasks for All Single Resource Bosses

TASK C [ EVAL. | EVALUATOR:
o RECORD : Initinl & date
D # i upon completion
E of task
) & Fdd-
18. Follow safety guidelincs. I A (05 szovw FEFIAY
*  inform subardinates of hazards. »n2 RE o283
Develop plans based on safety guidviines. A
Ensure tactical operations maintain the principles =3 ﬁ,s" Bl
of Loakouts, Communication, Escape Rouos, 45 - 3/5"7
Sofery Zones (LCES). 17 |gu 1slacfn

Ensure work/rest guidelines are met.

Behavior: Establish work assignments and performa

performance, sad provide feedback.

nce expectations, monitor

"3 J5[0F ozavi-os
19. Complete daily review of staffing requirements. I #4Y e DE 3-r0- ‘17 kl i
=\ a2-o\- /7 =
20, Develop schedule/assignments based on Incident 1 5 |R¢ oNzx k "7
Action Plan (IAP) or refevant plan, kY DB 3-10-12
O\ —
21. Ensure subordinates undersiand assignment for 1 RN FS[RE saow 50 5/)" 7
opcrational period. w287 QF 020311 Y rofdo/ys
Frovide clear. cancise insiructions and allow for HYyd7 | g 3-10-17
i 5¢ 524-1%
22, Continually evalunie performance, I i W aniew)
+  Comnumicale deficiencies immediately and take Q2 aF az.ea-\
correclive action
Provide training opporiumities where available #5 '435"1 /
Complete personnel performance evaluations &7 B (o ’ o1
according io ugency guidelines j:f sCc3A /3’
Behavior; Emphasize tcamwork,
23. Establish crew cohesiveness, ] =\ RE ozer-\q
Provide fur apen communicalion n2 QY o2ady)
Seek comniitment
Set expectations for accountability A3 % ozvan
Focus on the teani result HY DB 3-10-17
E5 f‘lgg,?g__
&9 @au ofas / e
&Lf ¢ 348

Evuluarc the aunibered iashs ONLY. DO NOT cvaluate baffers; they arc provides as examples/adidlional

clarification.

10

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.



Evaluation Record # [ O

Trainee Informatio:

Trainee Position on Incident/Event HEQ&G‘.)

Home UnitAgency: F REDERICKSRURG /T‘.'S
Home Unit /Agengy Address and Phong N T,

Evanluator Information

Evaluator Position on Incident Event: TRLD

Home UnivAgency: { viNgSToN TX /TES
Home Unit ‘Agency Address and Phonc Number: TFS,2500 HWwY (90 £. (v &SToN, ™ 73S/

Incident/Event Information

Incident Event Name: sRAyEL P T Reference (Incident Number Fire Code) TY T*S- {18902
Duration: 3/|5'/(g & HoRS

Incident Kind: ), Prescribed Fire, All Tlazard, Other (specify)

Location (include Geographic Area. Agency, and State): PAN - H ﬂNDLE HMHRI Lo TF

Management Type (cirele one): Type 5. '@ Type 3, Type 2, Type I, Arca Command
OR Prescribed Fire Complexity Level (circle one): Low, Modcralc High -

FBPS Fuel Model Lcmrc@ BEEBaph. T = Timber, S = Slash

V1) The tasks initiated and dated by me on the Qualification Record have
ilactory manner. The iraince has successfully performed all tasks in the PT
comple
certification.

nal Evaluator's Venification section and recommend the traince be conside

2) The tasks injtialed and dated by me 0
o salisfactory manner. However, opponunitics we
performed and evaluated on this assi An ad

3) Thc traince did not :nmpl ot :cmm usks in the PTB in a satisfuctory manncr o
or expericnee is r

B

4) The individual is severely deficient in the performance of 1asks in the PTB for the position and additional
Iraining. guidance, or expenence is recommended prior to another trining assignment

Record additional remarks! on an Individual Performance Exaluation, or by antaching an addiional
sheet 1o the evaluation record.

Evaluotor's Signaj| Date: é d /f/
Evaluator's Reley SofFé ws \

Additisnal Evaluntion Record Sheets can be donnloaded at _http:/iwww. . gov/] | t 13

36

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.



INSTRUCTIONS: The immediate job supervisor will prepare this form for each

T o MnEL bordinate. It will be delr d to the planni tion before the rater | the fi
subordinate. Wil elvere 2 planning secuon before the rater ieaves the nire.
PERFORMANCE RATING Rating will be reviewed with employee who will sign at the bottomn.

THIS RATING TO BE USED ONLY FOR DETERMINING AN INDIVIDUAL'S PERFORMANCE

1. Name 2. Fire Name and Number

3. Home Unit (address) 4. Location of Fire (address)

5. Fire Position 6. Date of Assignment 7. Acres Burned

From: To:

8. Fuel Type(s)

9. Evaluation

Enter X under appropriate ram
number follows:

number and under proper heading for each category listed. Definition for each rating

0 - Deficient. Does not meet minimum regquirel s of the individual statement.

DEFICIENCIES MUST BE IDENTIFIED IN RE

1 - Needs to improve. Meets some or most of the requirements o individual element.

IDENTIFY IMPROVEMENT NEEDED IN REMARKS.
2 - Satisfactory. Employee meets all requirements of the individual element.

3 - Superior. Employee consistently exceeds the performance requirements.

Rating Factors Hot Line Mop-Up

of1]z2[3fo]1]2]3]of1]z]3fo 12T

Knowledge of the job

Ability to obtain performance

Attitude

Decisions under stress

Initiative

Consideration for personnel welfare
Obtain necessary equipment and supplies

Physical ability for the job

Safety

Other (specify)

10. Remarks

11. Employee (signature) Wa{ing has been discussed with me 12. Date
13. Rate By (signature) 14. Home Unit (address) 15. Position of Fire 16. Date
ICS 225 WF (1/14) NFES 001576

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.



INCIDENT PERSONNEL INSTRUCTIONS: The immediate job supervisor will prepare this form for each
subordinate. It will be delivered to the planning section before the rater leaves the fire.
PERFORMANCE RATING Rating will be reviewed with employee who will sign at the bottom.

THIS RATING TO BE USED ONLY FOR DETERMINING AN INDIVIDUAL'S PERFORMANCE

1. Name 2. Fire Name and Number —

4. Location of Fire (address)

3. Unit (address)

5. Fire Position
ENGB(t)

6. Date of Assignment

| 7. Acres Bumned | 8. Fuel Type(s) W
From: 02-09-17 940 12,6

To: 02-10-17

ICS 225 GOOD EXAMPLE

9. Evaluation

Enter X under appropriate rating number and under proper heading for each category listed. Definition for each rating
number follows:

0 - Deficient. Does not meet minimum requirements of the individual statement.
DEFICIENCIES MUST BE IDENTIFIED IN REMARKS.

1 - Needs to improve. Meets some or most of the requirements of the individual element.
IDENTIFY IMPROVEMENT NEEDED IN REMARKS.

2 - Satisfactory. Employee meets all requirements of the individual element.
3 - Superior. Employee consistently exceeds the performan " S.

Rating Factors €= Hot Line Mop-Up Other (Specify)
| o[1]2]3

[BERE 0j1]2 01|23

Knowledge of the job

Ability to obtain performance I |

Attitude i

Decisions under stress

{ 1
: 8

T T
|

Initiative

Consideration for personnel welfare

Obtain necessary equipment and supplies

Physical ability for the job

NSNS SSISIS S S| @
UNSSISISISISN SIS | o

Safety

Other (specify)

10. Remarks

<@ handled this incident very well. We attacked active fire with the engine during night operations and were able
to make a good stop. He worked well with local fire departments along with our crew. Second day of operation,

@ conducted a burn out operation and had positive results. | appreciateWllin how he handles the situations
as given and remains with a positive attitude to get the objectives complete. Crew members listen to when he gives
orders and they are reassured withl direction and tone that everything is being handied in the best way
possible. Safety is always in place in irection which is something very nice to know that is being over
watched and reminded during all operations. Job well done. | have no issues on how

is proceeding through
his single resource.

4

16. Date g

02-13-17

—
/

ICS 225 WF (1/14) NFES 001576

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.




INCIDENT PERSONNEL INSTRUCTIONS mm&hhbwwﬁpmpwmlsbmfowam
it will ba d mdlonbeloulhe ler taaves the fire,
PERFORMANCE RATING i i allhaboiom,
3 g FOR DETERBININ UAL B [ SR

7;?% Bumed l %FuelType(s)

Fom: gylly - Tedfeln rgs 225-Good Example
o e e o « All proper information is filled out like the previous example.

0- Deficiant. Daes not meat minimum raquiremants of the lndiv{dual stalement.

DEFIGIENGIS ST oS (020 Y RSHARKS * This shows where the evaluator explained what happened on the
1- Needs lo improve. Meets soms or mest of the raquiramants of the Individual element.

ENTIPYMPROVENENT NEEDED N REMARKS. incident as well as provided direction on what the trainee needs
2- Satisfactory. Employae maats all requi ts of the individuat alement.
lhe don, to work on.
e JRIHE UL oI ot B * This helps the trainee focus on a certain area in the taskbook that
Knowledge of ths job .
needs improvement or an area that they have not experienced

Ability o obtain parformancs o ) T K
vet.

3 - Superior. Employea consistently excaeds the parfosmancs raquiremeants,

X
Aitude X
Daclslons under stress X
Initialive K
Consideralion for personnal walfare e
Obtain necessary equipment and suppllas X
| Physical ability for tha job X
Othar (spachy)

10, Remarks

WD 1 o) Lt portly o e on o
f'r(l S mooth, cgl‘tu:’k[yrc ldae tohere Lonm”f"f'( 4{/0Wfff Wt ced
on muk@ loe Wider o fuel Hype We Loere! -’[ /
$lmply, med”; o Lhe Wikl ackl, e o %au‘pﬁ’le {i} -
[om&:—#k/e fa o monre &hc[/“”ﬁ/"] 5;\/.,4%7%,. {00 o dorua
\,.)orh"b V““‘i-qﬁ\m 'Q:va} d‘Lec%,NWe(fMUE(h[WJ
‘““Jﬁ gt R 'T:‘h Pr'& l!'b UIL&F L’ka ) tL'O %e 6000‘ Wt ko

11. Employee (signalurs) This raling has been discussed wih me 12. Dale

—/ - /8

IC5 225 WF (1114) NFES 001576

{
|
H
|

N OO O DU (W
]
i




INCIDENT PERSONNEL INSTRUCTIONS: The immediate job supervisor will prepare this form for each
subordinate. it will be delivered to the planning section before the rater leaves the fire
PERFORMANCE RATING Rating will be reviswed with employes who. will sign at the bottom.

£ _ THIS RATING TOBE USEDONLYIFORNBETERMININGTAN INDIVIDUAL'S RERFORMANGE

- e o L e

3_Hon

5. Fire Po_?tion// 6. Date o}Assignmem . Actes Burned | 8. Fuel Type(s)

L/E om: /1717 To. 574117 142 ooo q4ah, T

v Enter X under appropriate rating number and under proper heading for each category listed. Definition for each rating
number follows:

0 - Deficient. Does not meet minimum requirements of the individual statement.
DEFICIENCIES MUST BE IDENTIFIED IN REMARKS.

1 - Needs to improve. Meets some or most of the requirements of the individual element.
IDENTIFY IMPROVEMENT NEEDED IN REMARKS.

2 - Satisfactory. Employee meets ali requirements of the individual element.

3 - Superior. Employee consistently exceeds the performance requirements.

Rating Factors Othpr (Specify)
0l1]2]3
“Knowledge of the job P
Ability to obtain performance
e &
- Decisions under stress ]
T S L

" Consideration for personnel welfare
‘Obtain necessary equipment and suppiies
"Physical ability for the job i

: | NN YRS SPUIE SOPONS o

!

10. Remarks i - |
VA & femareaic 30, On s st Y8 bl

Yo ou\uﬁ’ 6 wiw Pt hﬂh Wiy awtee e gk o Dirche),
l:}brzbhv;: o\tk la\\,\vu‘lé Wos My owe LAl Uf Wham Vo Saw
e wc«g” ng wz\u—h“:; \:\:}: e gy Wi a&ssM}« on Ho Engih aad
o ' 'A T X/\’f\f)&\‘\c thot W) Neuion magn
\‘)uﬁa\f) Swesslul  owd fen Gl 5‘*‘“«‘;""*'\5,W\b] %‘0'50& %(Lmhm‘m:)/
0t enndy WY BIRANY par do wou A meh Fud e

This rating has been discussed with me 12. Date
15. _Position of Fire 16. Date
NG Y behi-17

ICS 225 WF (1/14) NFES 001576

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



BA b 5""? Q Evaluation Record #__ S

Trainee Information
Printed Name:

Trainee Position on Incident/Event:
Home Unit/Agency:
Home Unit /Agency Address and Phone Number:

— Evaluator Information
Printed Name: ~Jove Sw?'fL\

Evaluator Position on Incident/Event: }| & &E
Home Unit/Agency:
Home Unit /Agency Address and Phone Number:

Incident/Event Information

Incident/Event Name: e Reference (Incident Number/Fire Code):
Duration:

Incident Kind: Wildfire, Prescribed Fire, All Hazard, Other (specify):

Location (include Geographic Area, Agency, and State):

Management Type (circle one): Type 5, Type 4, Type 3, Type 2, Type 1, Area Command
OR Prescribed Fire Complexity Level (circle one): Low, Moderate, High

FBPS Fuel Model Letter: G = Grass( _§_ = Brush, ¥ = Timber, S = Slash

Evaluator’s Recommendation
(Initial only one line as appropriate)

1) The tasks initialedrand dated by me on the Qualification Record have been performed under my supervision in a
satisfactory manner. The trainee has successfully performed all tasks in the PTB for the position. Ihave completed
the Final Evaluator’s Verification section and recommend the trainee be considered for agency certification.

2) The tasks initialed and dated by me on the Qualification Record have been performed under my supervision in a
satisfactory manner. However, opportunities were not available for all tasks (or all uncompleted tasks) to be
performed and evaluated on this assignment. An additional assignment is needed to complete the evaluation.

3) The trainee did not complete certain tasks in the PTB in a satisfactory manner and additional training, guidance,
or experience is recommended.

4) The individual is severely deficient in the performance of tasks in the PTB for the position and additional
training, guidance, or experience is recommended prior to another training assignment.

Record additional remarks/recommendations on an Individual Performance Evaluation, or by attaching an additional sheet
to the evaluation record.

Evaluator’s Signatu Date:
Evaluator’s Relevant Qualification (or agency certification):. HIEQR

Additional Evaluation Record Sheets can be downloaded at www.nweg.gov/ipms/taskbool/taskbook.htm

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.



INCIDENT PERSONNEL INSTRUCTIONS: The immediate job supervisor will prepare this form for each
subordinate. It will be delivered to the planning section before the rater leaves the fire.
PERFORMANCE RATING Rating will be reviewed with employee who will sign at the bottorn.

THIS RATING TO BE USED ONLY FOR DETERMINING AN INDIVIDUAL'S PERFORMANCE

1. Name ﬁ iire Name and Number
R
3. Home Unit ‘address‘ 4. Location of Fire (address)
5. Fire Position 6. Date of Assignment b 7. Acres Burned | 8. Fuel Type(s)
FFT2 From: 01/06/2017 To: 01/06 20 '7 4 Pine
9. Evaluation

Enter X under appropriate rating number and under proper heading for each category listed. Definition for each rating
number follows:

BERIGIENGIES MUST SE IDENTIFIED I REMARKE, o Semert CONTRADICTING EVALUATION

1- Needs fo improve. Meets some or most of the requirements of the individual element.
IDENTIFY IMPROVEMENT NEEDED IN REMARKS.

2 - Satisfactory. Employee meets all requirements of the individual element. ° AI I | nfo rm at | on iS fi I I e d ou t corre Ct Iy.
3 - Superior. Employee consistently exceeds the performance requirements.
* However, when you read the remarks and compare them

Rating Factors Hot Line Mop-Up ___Camp Other (Specify)
of1]2]3]oJ1[2]3|o0[1[2]8]|0[1]2]3 . . .
e — 1 pF 11 el ] to the rating factors the remarks contradict what is
ility 10 O In pei ormancg o t/ | v . .
e T A | selected in the rating factors.
e I 4 0 A = * Is this individual really ready to take the next step based
Bbtain necessary equipment and supplies - v v 7 | .
G LU ,, 1] . I,{/* on the rating factor?
Other (specify) I | ‘ [
10. Remarks

@ has recently completed S-130/190 and is beginning his career. He has taken that ki edge from the course
and is able to transfer the knowledge to the field. Gl has a positive attitude on the figg#fie and is not afraid to ask
question and listen to input. @El®should continue to listen to others within the wil d environment and continue
to respond to wildfires. | would recommend initiating his FFT1/ICT5 taskbook.

11. Employee (signature) This rating has been discussed with mi 12. Date
2/4/17
13 alure) f | 15Y"Position"of Fire 16. Date
Teme oo)ob//7
Ll

ICS 225 WF (1/14) NFES 001576




GoobD B@m/é

TFS

HED

TRAINEE NAME:

Nore Sm ~th

TRAINEE POSITION:

bzsopP

# | Evaluator’s name:

Sohn

Doe

Incident/office title & agency
source 5,:)&0‘0»

lst /TES

Evaluator’s home unit address & phone:

le % 94999

123 Dozer Sheee b, Doev!

Name and Incident Kind Number & Type |Duration Management NFFL Fuel
Location of (wildland fire, of Resources (inclusive dates in |Level or Model(s)
Incident or search & rescue, |Pertinent to trainee status) Prescribed Fire
Simulation etc.) Trainee’s Position Complexity Level
(agency & area)
NC-Ng5-o0000] 0> 2 Dozesf sy to!

B focke Fine WiloPre i /7 /u%7 Type 3 3%, 13

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above
named trainee. I recommend the following for further development of this trainee.

The individual has successfully performed all tasks for the position and should be considered for
certification.

The individual was not able to complete certain tasks (comments below) or additional guidance is required.
Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the
evaluation.

The individual is severely deficient in the performance of tasks for the position and needs further training
(both required & knowledge and skills needed) prior to additional assignment(s) as a trainee.

Recommendations: ‘—_ gan e soflvrent opecaler seatr e, howerer piost

GF—— asg:‘jmnn/— whs M S M-ﬁ, (m«duﬂw dn\.'L/ e%l/:,am ~ reacdhess
CLo/olu_,_ \/ezﬂ (onﬂ,%,‘,l» ﬁ/ovno/ g,?p.)a-u-ytl- ac Letps e Fened’.

S:)L( “ DOC

Date: lluﬂz Evaluator’s initials: = >

Evaluator’s relevant red card (or agency certification) rating: D20F, D2 :TA, 'T/de), TPZA4-

Evaluator’s Signature:

Equipment Operated for Qualification Check

Type Tractor Plow (circle one): Hours of operation:
T1 (D7, JD850); ° JD750, TD15); T3 (D5H, D4H, TD12);

T4 (JD650, JD550); 15 (JD450); T6 (JD400, JD350)

Type Dozer (circle one): Hours of operation: ‘
T1 (D8H, D7H, JDSSO@\I, JD750, TD15, JD650, D5K); T3 (JD550, JD450J) 20

Type Motor Grader (circle one):  Steering wheel Joystick Hours of operation:

Blade (circle type): Straight V-blade ~VPAT folding blade “Shear KG convertible ~ [Hours of operation:

Attachments (circle one): Rippers Winch Hours of operation:

Transport (make/model): Hours of operation:
Mack - 20

Transport (circle one): Single axle Fandem-axte’ Hours of &Zebation:

Type transmission (circle one): ~ Automatic =~ Manual: 6 speed, 10 speed; 13 speeﬁ} Hours of operation:
Ho

Trailer (make/model): @e/tmﬂe? Pintle hook Drop neck trailer Hours of operation:

28

P78

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.
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TRAINEE NAME: _ TRAINEE POSITION:
Save S vh Dzop
#_7~Evaluator’s name: Incident/office title & agengy:

o Doe Lesouvee Specinl.5% I/TFS
Evaluator’s home unit address & phone: I

2 Nzer Shemet, Doev: u& 2 x QQQ7&’

Name and Incident Kind Number & Type |Duration Management NFFL Fuel
Location of (wildland fire, of Resources (inclusive dates in (Level or Model(s)
Incident or search & rescue, |Pertinent to trainee status) Prescribed Fire
Simulation etc.) Trainee’s Position Complexity Level
(agency & area)
Doeviuc ofc 0y T X 1 toz/
seprep | Truang Bone | Py "8ty | W/4 iz

The tasks initialed & dated by méhave been performed under my supervision in a satisfactory manner by the above
named trainee. I recommend the following for further development of this trainee.
The individual has successfully performed all tasks for the position and should be considered for

certification.

The individual was not able to complete certain tasks (comments below) or additional guidance is required.
¥ Not all tasks were evaluated on this assi 1t and an additional assignment is needed to complete the

evaluation.

The individual is severely deficient in the performance of tasks for the position and needs further training
(both required & knowledge and skills needed) prior to additional assignment(s) as a trainee.

Recommendations: Conc)vc*‘J Mv‘m) \5\1 ved oﬁ)u, v P«, Qrecn a3
0(0‘30(+VM-' L7_ )\/ol\la,c) -pew hours every mozmb fJu-:V‘9 M-F o~—e/ *Plth
Jorer %S Ava: ﬂLlL P a-PJ(/no.m TH. B(at)-"\s hes 55,..\?.‘»«~f£7 ﬂmlamu-d.

Date: ZZI‘IAZ Evaluator’s initials: J > Evaluator’s Signature: BA» bse,

Evaluator’s relevant red card (or agency certification) rating: D20 Pl D2 Z'A»

Equipment Operated for Qualification Check

Type Tractor Plow (circle one): Hours of operation:
T1 (D7,JD850); T2 (D6, JD750, TD15); T3 (DSH, D4H, TD12);
T4 (JD650, JD550); TS (JD450); T6 (JD400, JD350)

Type Dozer (circle one): Hours of operation:
T1 (D8H, D7H, JD850)y(T2 (D6N,YD750, TD15, JD650, D5K); T3 (JD550, JD450J)
Type Motor Grader (circle one): Steering wheel Joystick Hours of operation:

Blade (circle type): Straight V-blade (VPAT folding blade Shear KG convertible |Hours of operation:
2.5

Attachments (circle one): ép—py Winch Hours of operation:
2.

Transport (make/model): Hours of operation:
MAL =

Transport (circle one): Single axle Tandemraxte Hours of operation:
Z

Type transmission (circle one): ~ Automatic ~ Manual: 6 speed, 10 speedg T3 speed— [Hours of operation:
o | -4

Trailer (make/model): @gggaﬂefv Pintle hook Drop neck trailer Hours of operation:
2
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BAD Evample
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HED

TRAINEE NAME:

TRAINEE POSITION:

P18

#_3 Evaluator’s name:

Toe

Incident/office title & agency:

Evaluator’s home unit address & phone:

Name and Incident Kind
Location of (wildland fire,
Incident or search & rescue,
Simulation etc.)

Number & Type
of Resources
Pertinent to
Trainee’s Position

Management
Level or

trainee status)
Complexity Level

NFFL Fuel
Model(s)

\

(agency & area)

\

T Sesson

1/30/16 to 2/7;7'7 D‘-ﬁ;ﬂn I

Al

i .
The tasks initialed & dated by me have my supervision in a satisfactory manner Dy the a00VE
named trainee. I recommend the following for further development o ¥

The individual has successfully performed all tasks for the position and should be considerea Tor

certification.

The individual was not able to complete certain tasks (comments below) or additional guidance is required.
Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the

evaluation. g

X The individual is severely deficient in the performance of tasks for the position and needs further training

(both required & knowledge and skills needed) prior to additional assignment(s) as a trainee.

Recommendations:

Date: Evaluator’s initials: Evaluator’s Signature: _ \oe

Doe_

Evaluator’s relevant red card (or agency certification) rating:

Equipment Operated for Qualification Check

Type Tractor Plow (circle one):
T1 (D7,JD850); T2 (D6, JD750, TD15); T3 (D5H, D4H, TD12);
T4 (JD650, JD550); T5 (JD450); T6 (JD400, JD350)

Hours of operation:

Type Dozer (circle one):
T1 (D8H, D7H, JD850); T2 (D6N, JD750, TD15, JD650, D5K); T3 (JD550, JD450J)

Hours of operation:
520+ bys

Type Motor Grader (circle one):  Steering wheel Joystick

Hours of operation:

Blade (circle type): Straight V-blade VPAT folding blade Shear KG convertible

Hours of operation:

Attachments (circle one): Rippers Winch Hours of operation:
Transport (make/model): Hours of operation:
Transport (circle one): Single axle Tandem axle Hours of operation:
Type transmission (circle one): ~ Automatic ~ Manual: 6 speed, 10 speed, 13 speed |Hours of operation:

Trailer (make/model): Large trailer Pintle hook Drop neck trailer

Hours of operation:

28

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?



RAD Evample

TES HED PTR

TRAINEE NAME: o TRAINEE POSITION:

#j Evaluator’s name: Incident/office title & agency:

Evaluator’s home unit address & phone:
Name and Incident Kind Number & Type |Duration Management NFFL Fuel
Location of (wildland fire, of Resources (inclusive dates in |Level or Model(s)
Incident or search & rescue, |Pertinent to trainee status) Prescribed Fire
Simulation etc.) Trainee’s Position Complexity Level
(agency & area)

QX&/ C\“’/ Z/ to ‘1/

AceSraes: Dozer 3w N |

The tasks initiafed & dated by me have been performed under my supervision in a satisfacM

named trainee. I recommend the following for further development of this trainee.

The individual has successfully performed all tasks for the position and should be considered for
certification.

The individual was not able to complete certain tasks (comments below) or additional guidance is required.
Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the
evaluation.

The individual is severely deficient in the performance of tasks for the position and needs further training

(both required & knowledge and skills needed) prior to additional assignment(s) as a trainee. e,

Recommendations: ) - k —
0 o/ job.
Did good j <

Date:_4// galuator’s initials: Evaluator’s Signature: __Soe Do

Evaluator’s relevant red card (or agency certification) rating:

Equipment Operated for Qualification Check

Type Tractor Plow (circle one): Hours of operation:

T1 (D7,JD850); T2 (D6, JD750, TD15); T3 (D5H, D4H, TD12);

T4 (JD650, JD550); T5 (JD450); T6 (JD400, JD350) / 75+

Type Dozer (circle one): Hours of operation:

T1 (D8H, D7H, JD850); T2 (D6N, JD750, TD15, JD650, DSK); T3 (JD550, JD450]) 74 5’0(- -
Type Motor Grader (circle one): Steering wheel Joystick Hours of operation:

Blade (circle type): Straight V-blade VPAT folding blade Shear KG convertible |Hours of operation:

Attachments (circle one): Rippers Winch Hours of operation:

Hours of operation:

Transport (make/model): S
0 +

Transport (circle one): Single axle Tandem axle Hours of operation:

Type transmission (circle one): ~ Automatic ~ Manual: 6 speed, 10 speed, 13 speed  |Hours of operation:

Trailer (make/model): Large trailer Pintle hook Drop neck trailer Hours of operation:

28

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.



Remember...

* 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.



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 I1)

Must complete an annual fireline safety refresher with a (training) Fire shelter deployment.
Engine Operator (ENOP), Firefighter | (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
e Completed NWCG taskbook

* Incident Performance Ratings (ICS-225).

* Supporting Documentation

Send to tifmas@tfs.tamu.edu



mailto:tifmas@tfs.tamu.edu

Who do | contact if | have questions?

Please contact your departments TIFMAS
representative first

You can email tifmas@tfs.tamu.edu



mailto:tifmas@tfs.tamu.edu

