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EVALUATOR

DO NOT COMPLETE THIS UNLESS YOU ARE RECOMMENDING THE TRAINEE FOR CERTIFICATION

VERIFICATION/CERTIFICATION OF COMPLETED POSITION TASK BOOK FOR THE
POSITION OF

FINAL EVALUATOR’S VERIFICATION

I verify that all tasks have been performed and are documented with appropriate initials.
I also verify that
has performed as a trainee and should therefore be considered for certification in this
position.

FINAL EVALUATOR’S SIGNATURE AND DATE

EVALUATOR’S PRINTED NAME, TITLE, DUTY STATION, AND PHONE NUMBER

AGENCY HEAD RECOMMENDATION FOR CERTIFICATION

| certify that
has met all requirements for qualification in this position and | recommend that they be
certified for the position.

OFFICIAL’S SIGNATURE AND DATE

OFFICIAL’S NAME TITLE, DUTY STATION, AND PHONE NUMBER
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HISTORICAL RECOGNITION

Historical recognition is a process that provides a means by which incident management personnel
who have either:

e Documentation of previous ICS training, education, and experience in an ICS position(s); or

e Documentation of previous extensive on-the-job incident response experience,

may receive credit for that previous experience, training, or qualification(s) and be considered as
meeting the minimum requirements of this guide in the categories of:

e Education;

e Training; and

e EXxperience,

for an ICS position(s) until they have successfully completed the actual minimum requirements for
that position. Historical Recognition does not apply to the categories of Physical/Medical Fitness,
Currency, or certification. The minimum requirements within those categories must be met
regardless of any historical recognition process.

HISTORICAL RECOGNITION PROCESS

If an Authority Having Jurisdiction (AHJ) does not form a Qualifications Committee to assist with
the management of the overall qualifications process, AHJ’s should give strong consideration to at
least forming a committee for the purposes of reviewing and processing applications for Historical
Recognition. Because of the time commitment involved and the potential for perceptions of
favoritism and unequal treatment during the process, other ICS qualifications processes currently
used by federal and state agencies that included a historical recognition provision used review
committees to accomplish that process.

The AHJ should develop a process to provide for the following:

e Developing a method to provide for historical recognition when there is sufficient
documentation available to substantiate the experience;

e Developing a standardized method for any individual to submit documentation of the experience
and training for review by the AHJ or the appropriate review committee established by the AHJ;

e Developing a method to determine if the previous experience or training is appropriate for the
position, keeping in mind the required criteria for the position and the competencies necessary
for safe and successful performance;

e Providing for Historical Recognition only when the individual has most recently performed the
position within the last five years;

e Requiring the individual meet all minimum requirements in this guide for a position if the
individual seeks an ICS position other than the position they were historically recognized for;

e Encouraging all individuals who are historically recognized into a position to complete the
minimum requirements for the positions within five years of being historically recognized.
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INCIDENT MANAGEMENT SYSTEM POSITION TASK BOOK

Position Task Books (PTB) were developed for designated positions as described under the
National Interagency Incident Management System (NIIMS) and have been incorporated into the
National Incident Management System (NIMS). The position task book is used by the authority
having jurisdiction to certify that the person to whom the task book belongs meets the standards
recommended by the DHS Incident Management Systems Integration Division (IMSID).

Each PTB lists the performance requirements (tasks) for the specific position in a format that allows
a trainee to be evaluated against written guidelines. Successful performance of all tasks, as
observed and recorded by an evaluator, will result in a recommendation that the trainee be certified
in that position. Evaluation and confirmation of the individual’s performance of all the tasks may
involve more than one evaluator and can occur on incidents, in classroom simulation, and in other
work situations. Designated PTBs require position performance during which the majority of
required tasks are demonstrated on a single incident. It is important that performance be critically
evaluated and accurately recorded by each evaluator. All tasks must be evaluated. All bullet
statements within a task that require an action (contain an action verb) must be demonstrated before
that task can be signed off.

A brief list of responsibilities also appears below.
RESPONSIBILITIES:

1. The Agency Management is responsible for:
e Selecting trainees based on the needs of their organization or area Incident Management
Teams.
e Providing opportunities for evaluation and/or making the trainee available for evaluation.

2. The Individual is responsible for:
e Reviewing and understanding instructions in the PTB.
¢ Identifying desired objectives/goals.
e Providing background information to an evaluator.
e Satisfactorily demonstrating completion of all tasks for an assigned position within three
years.
Assuring the evaluation record is complete.
¢ Notifying the local agency head when the PTB is completed, and obtaining their signature
recommending certification.
e Keeping the original PTB in personal records.

3. The Evaluator is responsible for:
e Being qualified and proficient in the position being evaluated.
e Meeting with the trainee and determining past experience, current qualifications, and desired
objectives/goals.
e Reviewing tasks with the trainee.
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Explaining to the trainee the evaluation procedures that will be utilized and which objectives
may be attained.

Identifying tasks to be performed during the evaluation period.

Accurately evaluating and recording demonstrated performance of tasks. Dating and
initialing completion of the task shall document satisfactory performance. Unsatisfactory
performance shall be documented in the Evaluation Record.

Completing the Evaluation Record found at the end of each PTB.

4. The Final Evaluator is responsible for signing the verification statement inside the front cover
of the PTB when all tasks have been initialed.

5. The Agency Head or designee is responsible for:

Issuing the PTB to document task performance.

Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s
responsibilities.

Tracking progress of the trainee.

Identifying incident evaluation opportunities.

Identifying and assigning an evaluator that can provide a positive experience for the trainee,
and make an accurate and honest appraisal of the trainee’s performance.

Documenting the assignment.

Conducting progress reviews.

Conducting a closeout interview with the trainee and evaluator and assuring that
documentation is proper and complete.

6/15/2009 50f 18





All-Hazard Compensation/Claims Unit Leader June 15, 2009

Competency: Assume position responsibilities.
Description: Successfully assume role of Unit Leader within the Finance/Administration Section and
initiate position activities at the appropriate time according to the following behaviors.

TASK C| EVAL. EVALUATOR:
O | RECORD Initial & date
D # upon completion
E of task

Behavior: Ensure availability, qualifications, and capabilities of resources to complete
assignment.

1. Coordinate with Finance/Administration Section Chief and I

other functional areas to obtain resources.

e Order materials and supplies using procedures
established by the section chief.

e Maintain quantities of forms, supplies, and materials at
a level to prevent shortage of any basic needed items.

e Acquire equipment (e.g., radio, telephones, faxes,
computers).

e Ensure appropriate number of personnel to support unit
(e.g., night operational period, increase/reduce staffing).

e Ensure adequate signage for work locations
(e.g., check-in/demobilization/resource).

2. Organize work area to facilitate unit operations. I
e Establish filing system.
e Establish area to receive documents.
o Establish message center (e.g., bulletin board).

Code: O= task can be completed in any situation (classroom, simulation, incident, daily job, etc.)
= task must be performed on an incident
R = rare event — the evaluation assignment may not provide opportunities to demonstrate performance. The evaluator
may be able to determine skills/knowledge through interview or the home office may need to arrange for another
assignment or a simulation.
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All-Hazard Compensation/Claims Unit Leader

June 15, 2009

TASK

mooOn

EVAL.
RECORD
#

EVALUATOR:
Initial & date
upon completion
of task

Behavior: Gather, update, and apply situational informat

ion

relevant to the assignment.

3. Obtain initial briefing from Finance Section Chief or
supervisor.

Names, contact number, and positions/functions of host
unit administrative personnel and cooperating/assisting
agencies.

Local administrative guidelines.

Resources assigned and ordered for the incident and the
unit.

Logistical information (e.g., eating, sleeping, shower
hours).

Expectations and section operating procedures.

Copy of Incident Action Plan (IAP) or other relevant
plan.

Unit specific information.

Behavior: Establish effective relationships with relevant personnel.

4. Establish and maintain positive interpersonal and
interagency working relationships.

Behavior: Establish organization structure, reporting procedures, and chain of command
of assigned resources.

5. Organize assigned personnel to meet the needs of the unit.

Behavior: Understand and comply with ICS concepts and principles.

6. Coo

rdinate with functional areas within the ICS structure.

Code: O=

= task must be performed on an incident

R =

6/15/2009

task can be completed in any situation (classroom, simulation, incident, daily job, etc.)

rare event — the evaluation assignment may not provide opportunities to demonstrate performance. The evaluator

may be able to determine skills/knowledge through interview or the home office may need to arrange for another

assignment or a simulation.
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Competency: Lead assigned personnel.

June 15, 2009

Description: Influence, guide, and direct assigned personnel to accomplish objectives and desired

outcomes in a rapidly changing, high-risk environment.

TASK C| EVAL. EVALUATOR:
O | RECORD Initial & date
D # upon completion
E of task
Behavior: Model leadership values and principles.
7. Exhibit principles of duty. I
e Be proficient in your job, both technically and as a
leader.
e Make sound and timely decisions.
Ensure tasks are understood, supervised and
accomplished.
o Develop your subordinates for the future.
8. Exhibit principles of respect. I
e Know your subordinates and look out for their well-
being.
o Keep your subordinates informed.
e Build the team.
e Employ your subordinates in accordance with their
capabilities.
9. Exhibit principles of integrity. I
e Know yourself and seek improvement.
o Seek responsibility and accept responsibility for your
actions.
e Set the example.
Behavior: Ensure the safety, welfare, and accountability of assigned personnel.
10. Provide for the safety and welfare of assigned resources. I
¢ Monitor condition of assigned resources.
e Account for assigned resources.
e Provide for care of assigned personnel and notify
supervisor in event of sickness, injury, or accident.
Code: O= task can be completed in any situation (classroom, simulation, incident, daily job, etc.)
1= task must be performed on an incident
R = rare event — the evaluation assignment may not provide opportunities to demonstrate performance. The evaluator

may be able to determine skills/knowledge through interview or the home office may need to arrange for another

assignment or a simulation.
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All-Hazard Compensation/Claims Unit Leader

June 15, 2009

TASK

mooOn

EVAL.
RECORD
#

EVALUATOR:
Initial & date
upon completion
of task

Behavior: Establish work assignments and performance expectations, monitor

performance, and provide feedback.

11. Complete daily review of staffing requirements and ensure
adequate personnel to meet needs.

12. Develop schedule/assignments based on IAP or relevant
plan.

13. Ensure subordinates understand assignment for operational
period.

14. Perform duties of Compensation for Injury Specialist

e Coordinate with Medical Unit.

e Manage all response personnel injury-related claims
resulting from the incident response.

e Collocate Compensation for Injury operations with those
of the Medical Unit when possible.

o Establish procedure with Medical Unit Leader on
prompt notification of injuries or fatalities.

e Obtain copy of Incident Medical Plan (ICS Form 206).

e Provide written authority for persons requiring medical
treatment.

e Ensure that correct agency forms are being used.

e Provide correct billing forms for transmittal to doctor
and/or hospital.

e Monitors and reports on status of hospitalized
personnel.

e Obtain all witness statements from Safety Officer and/or
Medical Unit and review for completeness.

e Maintain log of all injuries occurring on incident.
Coordinate/handle all administrative paperwork on
serious injuries or fatalities.

o Coordinate with appropriate agency(ies) to assume
responsibility for injured personnel in local hospitals
prior to demobilization.

e Maintain Unit/Activity Log (ICS Form 214).

Code: O= task can be completed in any situation (classroom, simulation, incident, daily job, etc.)

= task must be performed on an incident

R = rare event — the evaluation assignment may not provide opportunities to demonstrate performance. The evaluator
may be able to determine skills/knowledge through interview or the home office may need to arrange for another

assignment or a simulation.
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TASK C| EVAL. EVALUATOR:
O | RECORD Initial & date
D # upon completion
E of task

Behavior: Establish work assignments and performance expectations, monitor
performance, and provide feedback.

15. Perform duties of Claims Specialist I

e Manage all non-injury claims resulting from the incident
response.

e Develop and maintain a log of potential claims.

e Coordinate claims prevention plan with applicable
incident functions.

¢ Initiate investigation on all claims other than personnel
injury.

e Ensure that site and property involved in investigation
are protected.

e Coordinate with investigation team as necessary.

e Obtain witness statements pertaining to claims other
than personnel injury.

e Document any incomplete investigations.

e Document follow-up action needs by local agency.

o Keep the Compensation/Claims Unit Leader advised on
nature and status of all existing
and potential claims.

e Ensure use of correct agency forms.

e Maintain Unit/Activity Log (ICS Form 214).

16. Continually evaluate performance. I
e Communicate deficiencies immediately and take
corrective action.
Provide training opportunities where available.
o Complete personnel performance evaluations according
to agency guidelines.

Behavior: Emphasize teamwork.

17. Establish cohesiveness among assigned resources. I
Provide for open communication.
Seek commitment.

Set expectations for accountability.
Focus on the team result.

Code: O= task can be completed in any situation (classroom, simulation, incident, daily job, etc.)
= task must be performed on an incident
= rare event — the evaluation assignment may not provide opportunities to demonstrate performance. The evaluator
may be able to determine skills/knowledge through interview or the home office may need to arrange for another
assignment or a simulation.
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All-Hazard Compensation/Claims Unit Leader

June 15, 2009

TASK

mooOn

EVAL.
RECORD
#

EVALUATOR:
Initial & date
upon completion
of task

Behavior: Coordinate interdependent activities.

18. Coordinate with other units and sections for completion of
work assignments.

e Assist other sections to meet priorities and time frames.

e Receive and transmit needed information.

19. Provide relevant information to the Time, Cost and
Procurement Units for posting.

Code: O= task can be completed in any situation (classroom, simulation, incident, daily job, etc.)

= task must be performed on an incident

= rare event — the evaluation assignment may not provide opportunities to demonstrate performance. The evaluator

may be able to determine skills/knowledge through interview or the home office may need to arrange for another

assignment or a simulation.
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Competency: Communicate effectively.

June 15, 2009

Description: Use suitable communication techniques to share relevant information with appropriate
personnel on a timely basis to accomplish objectives in a rapidly changing, high-risk environment.

TASK

C
O]
D

E

EVAL.
RECORD
#

EVALUATOR:
Initial & date
upon completion
of task

Behavior: Ensure relevant information is exchanged during briefings and debriefings.

20. Brief and keep subordinates informed and updated.
e Ensure unit leader expectations are communicated and
understood.

21. Attend incident operational briefings and meetings as
directed.
e Provide information as requested.
o Keep supervisor informed of issues and potential
problems.

22. Participate in functional area briefings and conduct unit
After Action Reviews (AARs), as appropriate.

Behavior: Ensure documentation is complete and disposition

is appropriate.

23. Review and approve subordinate time reports.

24. Submit completed original documents at appropriate time
(e.g., each operational period, final package).
e ICS 213, General Message
e ICS 214, Unit Log

25. Compile unit documentation for final incident package.

Code: O= task can be completed in any situation (classroom, simulation, incident, daily job, etc.)

1= task must be performed on an incident

R = rare event — the evaluation assignment may not provide opportunities to demonstrate performance. The evaluator
may be able to determine skills/knowledge through interview or the home office may need to arrange for another

assignment or a simulation.
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All-Hazard Compensation/Claims Unit Leader

June 15, 2009

TASK

mooOn

EVAL.
RECORD
#

EVALUATOR:
Initial & date
upon completion
of task

Behavior: Gather, produce and distribute information as required by established

guidelines and ensure understanding by recipient.

26. Prepare information for preplanning/strategy meeting.
e Display information appropriate for next operational
period.

27. Prepare input to final narrative and transition plan as
requested.

Behavior: Ensure relevant information is exchanged during briefings and debriefings.

28. Provide input for the ICS 209, Incident Status Summary.

29. Coordinate with Safety Officer and Medical Unit on
injury/accident trends.

Behavior: Ensure documentation is complete and disposition is appropriate.

30. Maintain appropriate documentation.
¢ Medical and claim logs.
e Agency property damage or replacement forms.

@)

31. Review paperwork for accuracy and ensure case files are
completed and transmitted to the appropriate administrative
processing agency.

Code: O= task can be completed in any situation (classroom, simulation, incident, daily job, etc.)

= task must be performed on an incident

R = rare event — the evaluation assignment may not provide opportunities to demonstrate performance. The evaluator
may be able to determine skills/knowledge through interview or the home office may need to arrange for another

assignment or a simulation.
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Competency: Ensure completion of assigned actions to meet identified

objectives.

Description: Identify, analyze, and apply relevant situational information and evaluate actions to
complete assignments safely and meet identified objectives. Complete actions within established
timeframe.

TASK C| EVAL. EVALUATOR:
O | RECORD Initial & date
D # upon completion
E of task

Behavior: Gather, analyze, and validate information pertinent to the incident or event and
make recommendations for setting priorities.

32. Evaluate available information and make recommendations |
to support incident.
e Workload priorities
o Staff assignments
e Information requests
e Cost effective utilization of resources

Behavior: Follow established procedures and/or safety procedures relevant to given
assignment.

33. Ensure established guidelines are followed. I
o Work/rest
e Agency safety standards and procedures

Behavior: Transfer position duties while ensuring continuity of authority and knowledge
and taking into account the increasing or decreasing incident complexity.

34. Coordinate an efficient transfer of position duties when I
mobilizing/demobilizing (e.g., incoming Incident
Management Team (IMT), host agency).

e Inform subordinate staff and IC.
e Document follow-up action needed and submit to
supervisor.

35. Ensure financial documentation packages are submitted to I
processing agency.

Code: O= task can be completed in any situation (classroom, simulation, incident, daily job, etc.)
= task must be performed on an incident
R = rare event — the evaluation assignment may not provide opportunities to demonstrate performance. The evaluator
may be able to determine skills/knowledge through interview or the home office may need to arrange for another
assignment or a simulation.
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All-Hazard Compensation/Claims Unit Leader

June 15, 2009

TASK

mooon

EVAL.
RECORD
#

EVALUATOR:
Initial & date
upon completion
of task

Behavior: Plan for demobilization and ensure demobilization

procedures are followed.

36. Anticipate demobilization of resources. I
¢ Identify excess resources.
o Prepare schedule for demobilization.

37. Ensure demobilization of resources. I
o Brief subordinate staff on demobilization procedures
and responsibilities.
o Ensure incident and agency demobilization procedures
are followed.

Code: O= task can be completed in any situation (classroom, simulation, incident, daily job, etc.)

= task must be performed on an incident

= rare event — the evaluation assignment may not provide opportunities to demonstrate performance. The evaluator
may be able to determine skills/knowledge through interview or the home office may need to arrange for another

assignment or a simulation.
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INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD

There are four separate blocks allowing evaluations to be made. These evaluations may be made on incidents, simulations
in classroom, or in daily duties, depending on what the position task book indicates. This should be sufficient for
qualification in the position if the individual is adequately prepared. If additional blocks are needed, a page can be copied
from a blank task book and attached.

COMPLETE THESE ITEMS AT THE START OF THE EVALUATION PERIOD:

Evaluator’s name, incident/office title, and agency: List the name of the Evaluator, his/her incident position or office
title, and agency.

Evaluator’s home unit address and phone: Self-explanatory

#: The number next to the evaluator’s name in the upper left corner of the evaluation record identifies a particular
incident or group of incidents. This number should be placed in the column labeled “Evaluation Record #” on the PTB
for each task performed satisfactorily. This number will enable reviewers of the completed PTB to ascertain the
qualifications of the different evaluators prior to making the appropriate sign-off on the PTB.

Location of Incident/Simulation: Identify the location where the tasks were performed by agency and office.
Incident Kind: Enter kind of incident; e.g., hazmat, wildland fire, structural fire, search and rescue, flood, tornado, etc.

COMPLETE THESE ITEMS AT THE END OF THE EVALUATION PERIOD:

Number and Type of Resources: Enter the number of resources and types assigned to the incident pertinent to the
Trainee’s task book position.

Duration: Enter inclusive dates during which the Trainee was evaluated. This block may indicate a span of time
covering several small and similar incidents if the Trainee has been evaluated on that basis; e.g., several initial attack
wildfires in similar fuel types.

Recommendation: Check as appropriate and/or make comments regarding the future needs for development of this
trainee.

Date: List the date the record is being completed.

Evaluator’s initials: Initial here to authenticate your recommendations and to allow for comparison with initials in the
PTB.

Evaluator’s relevant certification: List your certification relevant to the Trainee position you supervised.
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Evaluation Record

TRAINEE NAME TRAINEE POSITION

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

Evaluator’s home unit address & phone:

Name and Location Incident Kind Number & Type of Duration
of Incident or (hazmat, tornado, flood, Resources (inclusive dates
Situation structural fire, wildfire, Pertinent to in trainee status)
(agency & area) search & rescue, etc.) Trainee’s Position
to

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:

Date:

Evaluator’s initials:

Evaluator’s relevant agency certification or rating:

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

Evaluator’s home unit address & phone:

Name and Location Incident Kind Number & Type of Duration
of Incident or (hazmat, tornado, flood, Resources (inclusive dates
Situation structural fire, wildfire, Pertinent to in trainee status)
(agency & area) search & rescue, etc.) Trainee’s Position
to

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:

Date:

Evaluator’s initials:

Evaluator’s relevant agency certification or rating:

6/15/2009
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Evaluation Record
(Continuation Sheet)

TRAINEE NAME TRAINEE POSITION

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

Evaluator’s home unit address & phone:

Name and Location Incident Kind Number & Type of Duration
of Incident or (hazmat, tornado, flood, Resources (inclusive dates
Situation structural fire, wildfire, Pertinent to in trainee status)
(agency & area) search & rescue, etc.) Trainee’s Position
to

1]

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:

Date:

Evaluator’s initials:

Evaluator’s relevant agency certification or rating:

I+

4 | Evaluator’s name:
Incident/office title & agency:

Evaluator’s home unit address & phone:

Name and Location Incident Kind Number & Type of Duration
of Incident or situation | (hazmat, tornado, flood, Resources (inclusive dates
(agency & area) structural fire, wildfire, Pertinent to in trainee status)
search & rescue, etc.) Trainee’s Position
to

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:

Date:

Evaluator’s initials:

Evaluator’s relevant agency certification or rating:

6/15/2009
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All-Hazard Cost Unit Leader June 15, 2009

EVALUATOR

DO NOT COMPLETE THIS UNLESS YOU ARE RECOMMENDING THE TRAINEE FOR CERTIFICATION

VERIFICATION/CERTIFICATION OF COMPLETED POSITION TASK BOOK FOR THE
POSITION OF

FINAL EVALUATOR’S VERIFICATION

I verify that all tasks have been performed and are documented with appropriate initials.
I also verify that
has performed as a trainee and should therefore be considered for certification in this
position.

FINAL EVALUATOR’S SIGNATURE AND DATE

EVALUATOR’S PRINTED NAME, TITLE, DUTY STATION, AND PHONE NUMBER

AGENCY HEAD RECOMMENDATION FOR CERTIFICATION

| certify that
has met all requirements for qualification in this position and | recommend that they be
certified for the position.

OFFICIAL’S SIGNATURE AND DATE

OFFICIAL’S NAME TITLE, DUTY STATION, AND PHONE NUMBER
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HISTORICAL RECOGNITION

Historical recognition is a process that provides a means by which incident management personnel
who have either:

e Documentation of previous ICS training, education, and experience in an ICS position(s); or

e Documentation of previous extensive on-the-job incident response experience,

may receive credit for that previous experience, training, or qualification(s) and be considered as
meeting the minimum requirements of this guide in the categories of:

e Education;

e Training; and

e EXxperience,

for an ICS position(s) until they have successfully completed the actual minimum requirements for
that position. Historical Recognition does not apply to the categories of Physical/Medical Fitness,
Currency, or certification. The minimum requirements within those categories must be met
regardless of any historical recognition process.

HISTORICAL RECOGNITION PROCESS

If an Authority Having Jurisdiction (AHJ) does not form a Qualifications Committee to assist with
the management of the overall qualifications process, AHJ’s should give strong consideration to at
least forming a committee for the purposes of reviewing and processing applications for Historical
Recognition. Because of the time commitment involved and the potential for perceptions of
favoritism and unequal treatment during the process, other ICS qualifications processes currently
used by federal and state agencies that included a historical recognition provision used review
committees to accomplish that process.

The AHJ should develop a process to provide for the following:

e Developing a method to provide for historical recognition when there is sufficient
documentation available to substantiate the experience;

e Developing a standardized method for any individual to submit documentation of the experience
and training for review by the AHJ or the appropriate review committee established by the AHJ;

e Developing a method to determine if the previous experience or training is appropriate for the
position, keeping in mind the required criteria for the position and the competencies necessary
for safe and successful performance;

e Providing for Historical Recognition only when the individual has most recently performed the
position within the last five years;

e Requiring the individual meet all minimum requirements in this guide for a position if the
individual seeks an ICS position other than the position they were historically recognized for;

e Encouraging all individuals who are historically recognized into a position to complete the
minimum requirements for the positions within five years of being historically recognized.

6/15/2009 30f 16





All-Hazard Cost Unit Leader June 15, 2009

INCIDENT MANAGEMENT SYSTEM POSITION TASK BOOK

Position Task Books (PTB) were developed for designated positions as described under the
National Interagency Incident Management System (NIIMS) and have been incorporated into the
National Incident Management System (NIMS). The position task book is used by the authority
having jurisdiction to certify that the person to whom the task book belongs meets the standards
recommended by the DHS Incident Management Systems Integration Division (IMSID).

Each PTB lists the performance requirements (tasks) for the specific position in a format that allows
a trainee to be evaluated against written guidelines. Successful performance of all tasks, as
observed and recorded by an evaluator, will result in a recommendation that the trainee be certified
in that position. Evaluation and confirmation of the individual’s performance of all the tasks may
involve more than one evaluator and can occur on incidents, in classroom simulation, and in other
work situations. Designated PTBs require position performance during which the majority of
required tasks are demonstrated on a single incident. It is important that performance be critically
evaluated and accurately recorded by each evaluator. All tasks must be evaluated. All bullet
statements within a task that require an action (contain an action verb) must be demonstrated before
that task can be signed off.

A brief list of responsibilities also appears below.
RESPONSIBILITIES:

1. The Agency Management is responsible for:
e Selecting trainees based on the needs of their organization or area Incident Management
Teams.
e Providing opportunities for evaluation and/or making the trainee available for evaluation.

2. The Individual is responsible for:

e Reviewing and understanding instructions in the PTB.

e |dentifying desired objectives/goals.

e Providing background information to an evaluator.

e Satisfactorily demonstrating completion of all tasks for an assigned position within three
years.

e Assuring the evaluation record is complete.

e Notifying the local agency head when the PTB is completed, and obtaining their signature
recommending certification.

e Keeping the original PTB in personal records.

3. The Evaluator is responsible for:
e Being qualified and proficient in the position being evaluated.
e Meeting with the trainee and determining past experience, current qualifications, and desired
objectives/goals.
e Reviewing tasks with the trainee.
e Explaining to the trainee the evaluation procedures that will be utilized and which objectives
may be attained.
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Identifying tasks to be performed during the evaluation period.

Accurately evaluating and recording demonstrated performance of tasks. Dating and
initialing completion of the task shall document satisfactory performance. Unsatisfactory
performance shall be documented in the Evaluation Record.

Completing the Evaluation Record found at the end of each PTB.

4. The Final Evaluator is responsible for signing the verification statement inside the front cover
of the PTB when all tasks have been initialed.

5. The Agency Head or designee is responsible for:

Issuing the PTB to document task performance.

Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s
responsibilities.

Tracking progress of the trainee.

Identifying incident evaluation opportunities.

Identifying and assigning an evaluator that can provide a positive experience for the trainee,
and make an accurate and honest appraisal of the trainee’s performance.

Documenting the assignment.

Conducting progress reviews.

Conducting a closeout interview with the trainee and evaluator and assuring that
documentation is proper and complete.
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Competency: Assume position responsibilities.
Description: Successfully assume role of Cost Unit Leader and initiate position activities at the
appropriate time according to the following behaviors.

TASK C| EVAL. EVALUATOR:
O | RECORD Initial & date
D # upon completion
E of task

Behavior: Ensure readiness for assignment.

1. Obtain and assemble information and materials needed for 0]
kit.

2. Coordinate with Finance/Administration Section Chief and I

other functional areas to obtain resources.

e Order materials and supplies using procedures
established by the section chief.

e Maintain quantities of forms, supplies, and materials at
a level to prevent shortage of any basic needed items.

e Acquire equipment (e.g., radio, telephones, faxes,
computers).

e Ensure appropriate number of personnel to support unit
(e.g., night operational period, increase/reduce staffing).

e Ensure adequate signage for work locations.

Behavior: Ensure availability, qualifications, and capabilities of resources to complete
assignment.

3. Organize work area to facilitate unit operations. I
e Establish filing system.
e Establish area to receive documents.

Code: O= task can be completed in any situation (classroom, simulation, incident, daily job, etc.)
= task must be performed on an incident
R = rare event — the evaluation assignment may not provide opportunities to demonstrate performance. The evaluator
may be able to determine skills/knowledge through interview or the home office may need to arrange for another
assignment or a simulation.
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All-Hazard Cost Unit Leader

June 15, 2009

TASK

mooOn

EVAL.
RECORD
#

EVALUATOR:
Initial & date
upon completion
of task

Behavior: Gather, update, and apply situational informat

ion

relevant to the assignment.

4. Obtain initial briefing from Finance Section Chief or
supervisor.

Names, contact number, and positions/functions of host
unit administrative personnel and cooperating/assisting
agencies.

Local administrative guidelines.

Resources assigned and ordered for the incident and the
unit.

Logistical information (e.g., eating, sleeping, shower
hours).

Expectations and section operating procedures.

Copy of Incident Action Plan (IAP) or other relevant
plan.

Unit specific information.

Behavior: Establish effective relationships with relevant personnel.

5. Establish and maintain positive interpersonal and
interagency working relationships.

Behavior: Understand and comply with ICS concepts and principles.

6. Apply the ICS.

Follow chain of command.

Maintain appropriate span of control.
Use appropriate ICS forms.

Use appropriate ICS terminology.

Code: O=

= task must be performed on an incident

R =

6/15/2009

task can be completed in any situation (classroom, simulation, incident, daily job, etc.)

rare event — the evaluation assignment may not provide opportunities to demonstrate performance. The evaluator

may be able to determine skills/knowledge through interview or the home office may need to arrange for another

assignment or a simulation.
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All-Hazard Cost Unit Leader

Competency: Lead assigned personnel.
Description: Influence, guide, and direct assigned personnel to accomplish objectives and desired
outcomes in a rapidly changing, high-risk environment.

June 15, 2009

TASK

mooOn

EVAL.
RECORD
#

EVALUATOR:
Initial & date
upon completion
of task

Behavior: Model leadership values and principles.

7. Exhibit principles of duty.

Be proficient in your job, both technically and as a
leader.

Make sound and timely decisions.

Ensure tasks are understood, supervised and
accomplished.

Develop your subordinates for the future.

8. Exhibit principles of respect.

Know your subordinates and look out for their well-
being.

Keep your subordinates informed.

Build the team.

Employ your subordinates in accordance with their
capabilities.

9. Exhibit principles of integrity.

Know yourself and seek improvement.

Seek responsibility and accept responsibility for your
actions.

Set the example.

Behavior: Emphasize teamwork.

10. Establish cohesiveness among assigned resources.

Provide for open communication.

e Seek commitment.
e Set expectations for accountability.
e Focus on the team result.
Code: O= task can be completed in any situation (classroom, simulation, incident, daily job, etc.)

R =

= task must be performed on an incident

rare event — the evaluation assignment may not provide opportunities to demonstrate performance. The evaluator

may be able to determine skills/knowledge through interview or the home office may need to arrange for another

assignment or a simulation.
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TASK C| EVAL. EVALUATOR:
O | RECORD Initial & date
D # upon completion
E of task

Behavior: Coordinate interdependent activities.

11. Coordinate with other units and sections for completion of I
work assignments.
e Assist other sections to meet priorities and time frames.
e Receive and transmit needed information.

Code: O= task can be completed in any situation (classroom, simulation, incident, daily job, etc.)
1= task must be performed on an incident
= rare event — the evaluation assignment may not provide opportunities to demonstrate performance. The evaluator
may be able to determine skills/knowledge through interview or the home office may need to arrange for another
assignment or a simulation.
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Competency: Communicate effectively.
Description: Use suitable communication techniques to share relevant information with appropriate
personnel on a timely basis to accomplish objectives in a rapidly changing, high-risk environment.

TASK C| EVAL. EVALUATOR:
O | RECORD Initial & date
D # upon completion
E of task

Behavior: Ensure relevant information is exchanged during briefings and debriefings.

12. Provide input for the ICS 209, Incident Status Summary. I

13. Provide daily cost estimates to appropriate agency personnel. | |

14. Attend incident operational briefings and meetings as I
directed.
e Provide information as requested.
o Keep supervisor informed of issues and potential
problems.

15. Participate in functional area briefings and After Action I
Reviews (AARS).

Behavior: Ensure documentation is complete and disposition is appropriate.

16. Document incident costs according to direction, timeframes, | |
and regulations.

17. Finalize cost documentation. I
e Coordinate completion of incident finance package with
Finance Section Chief.

18. Submit completed original documents at appropriate time I
(e.g., each operational period, final package).
e ICS 213, General Message
e |ICS 214, Unit Log

19. Compile unit documentation for final incident package. I

Code: O= task can be completed in any situation (classroom, simulation, incident, daily job, etc.)
1= task must be performed on an incident
R = rare event — the evaluation assignment may not provide opportunities to demonstrate performance. The evaluator
may be able to determine skills/knowledge through interview or the home office may need to arrange for another
assignment or a simulation.
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TASK C| EVAL. EVALUATOR:
O | RECORD Initial & date
D # upon completion
E of task

Behavior: Gather, produce and distribute information as required by established
guidelines and ensure understanding by recipient.

20. Prepare information for preplanning/strategy meeting. I
o Display information appropriate for next operational
period.

21. Prepare input to final narrative and transition plan as I
requested.

Code: O= task can be completed in any situation (classroom, simulation, incident, daily job, etc.)
= task must be performed on an incident
= rare event — the evaluation assignment may not provide opportunities to demonstrate performance. The evaluator
may be able to determine skills/knowledge through interview or the home office may need to arrange for another
assignment or a simulation.
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Competency: Ensure completion of assigned actions to meet identified
objectives.

Description: Identify, analyze, and apply relevant situational information and evaluate actions to
complete assignments safely and meet identified objectives. Complete actions within established
timeframe.

TASK C| EVAL. EVALUATOR:
O | RECORD Initial & date
D # upon completion
E of task

Behavior: Administer and/or apply agency policy, contracts and agreements.

22. Assist with the development of cost share agreements. I

23. Track costs in accordance with established cost share I
agreements.

Behavior: Gather, analyze, and validate information pertinent to the incident or event and
make recommendations for setting priorities.

24. Verify incident resources with Planning Section. I

25. Provide appropriate information for cost containment effort. | |

26. Ensure resources are entered and tracked in the applicable I

cost reporting program.

e Validate rates within the applicable cost reporting
program for accuracy by geographic area.

e Provide projections as necessary.

e Obtain aviation cost information from Operations
Section.

e Obtain costs for national contracts (e.g., showers,
caterers).

e Obtain other miscellaneous costs (e.g., Buying Team
purchases, cache items, mobilization costs, rental
vehicles).

Code: O= task can be completed in any situation (classroom, simulation, incident, daily job, etc.)
= task must be performed on an incident
R = rare event — the evaluation assignment may not provide opportunities to demonstrate performance. The evaluator
may be able to determine skills/knowledge through interview or the home office may need to arrange for another
assignment or a simulation.
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All-Hazards Cost Unit Leader

March 1%, 2009

TASK

mooOn

EVAL.
RECORD
#

EVALUATOR:
Initial & date
upon completion
of task

Behavior: Utilize information to produce outputs.

27. Ensure cost packages are completed and distributed in
accordance with agency policy.

28. Ensure accruals are reported in accordance with agency
policy.

Behavior: Follow established procedures and/or safety procedures relevant to given

assignment.

29. Ensure established guidelines are followed.
o Work/rest
e Agency safety standards and procedures

Behavior: Transfer position duties while ensuring continuity of authority and knowledge
and taking into account the increasing or decreasing incident complexity.

30. Coordinate an efficient transfer of position duties when
mobilizing/demobilizing (e.g., incoming Incident
Management Team (IMT), host agency).

e Document follow-up action needed and submit to
supervisor.

31. Ensure financial documentation packages are submitted to
processing agency.

Behavior: Plan for demobilization and ensure demobilization

procedures are followed.

32. Demobilize and check out.
e Receive demobilization instructions from incident
supervisor.
e If required, complete ICS 221, Demobilization Checkout
and submit completed form to the appropriate person.

Code: O= task can be completed in any situation (classroom, simulation, incident, daily job, etc.)

= task must be performed on an incident

R = rare event — the evaluation assignment may not provide opportunities to demonstrate performance. The evaluator
may be able to determine skills/knowledge through interview or the home office may need to arrange for another

assignment or a simulation.
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INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD

There are four separate blocks allowing evaluations to be made. These evaluations may be made on incidents, simulations
in classroom, or in daily duties, depending on what the position task book indicates. This should be sufficient for
qualification in the position if the individual is adequately prepared. If additional blocks are needed, a page can be copied
from a blank task book and attached.

COMPLETE THESE ITEMS AT THE START OF THE EVALUATION PERIOD:

Evaluator’s name, incident/office title, and agency: List the name of the Evaluator, his/her incident position or office
title, and agency.

Evaluator’s home unit address and phone: Self-explanatory

#: The number next to the evaluator’s name in the upper left corner of the evaluation record identifies a particular
incident or group of incidents. This number should be placed in the column labeled “Evaluation Record #” on the PTB
for each task performed satisfactorily. This number will enable reviewers of the completed PTB to ascertain the
qualifications of the different evaluators prior to making the appropriate sign-off on the PTB.

Location of Incident/Simulation: Identify the location where the tasks were performed by agency and office.
Incident Kind: Enter kind of incident; e.g., hazmat, wildland fire, structural fire, search and rescue, flood, tornado, etc.

COMPLETE THESE ITEMS AT THE END OF THE EVALUATION PERIOD:

Number and Type of Resources: Enter the number of resources and types assigned to the incident pertinent to the
Trainee’s task book position.

Duration: Enter inclusive dates during which the Trainee was evaluated. This block may indicate a span of time
covering several small and similar incidents if the Trainee has been evaluated on that basis; e.g., several initial attack
wildfires in similar fuel types.

Recommendation: Check as appropriate and/or make comments regarding the future needs for development of this
trainee.

Date: List the date the record is being completed.

Evaluator’s initials: Initial here to authenticate your recommendations and to allow for comparison with initials in the
PTB.

Evaluator’s relevant certification: List your certification relevant to the Trainee position you supervised.
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Evaluation Record

TRAINEE NAME TRAINEE POSITION

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

Evaluator’s home unit address & phone:

Name and Location Incident Kind Number & Type of Duration
of Incident or (hazmat, tornado, flood, Resources (inclusive dates
Situation structural fire, wildfire, Pertinent to in trainee status)
(agency & area) search & rescue, etc.) Trainee’s Position
to

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:

Date:

Evaluator’s initials:

Evaluator’s relevant agency certification or rating:

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

Evaluator’s home unit address & phone:

Name and Location Incident Kind Number & Type of Duration
of Incident or (hazmat, tornado, flood, Resources (inclusive dates
Situation structural fire, wildfire, Pertinent to in trainee status)
(agency & area) search & rescue, etc.) Trainee’s Position
to

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:

Date:

Evaluator’s initials:

Evaluator’s relevant agency certification or rating:
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Evaluation Record
(Continuation Sheet)

TRAINEE NAME TRAINEE POSITION

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

Evaluator’s home unit address & phone:

Name and Location Incident Kind Number & Type of Duration
of Incident or (hazmat, tornado, flood, Resources (inclusive dates
Situation structural fire, wildfire, Pertinent to in trainee status)
(agency & area) search & rescue, etc.) Trainee’s Position
to

1]

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:

Date:

Evaluator’s initials:

Evaluator’s relevant agency certification or rating:

I+

4 | Evaluator’s name:
Incident/office title & agency:

Evaluator’s home unit address & phone:

Name and Location Incident Kind Number & Type of Duration
of Incident or situation | (hazmat, tornado, flood, Resources (inclusive dates
(agency & area) structural fire, wildfire, Pertinent to in trainee status)
search & rescue, etc.) Trainee’s Position
to

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:

Date:

Evaluator’s initials:

Evaluator’s relevant agency certification or rating:
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		FINAL EVALUATOR’S VERIFICATION




POSITION TASK BOOK FOR THE POSITION OF

ALL-HAZARD
DIVISION/GROUP SUPERVISOR

Version: June 15, 2009

POSITION TASK BOOK ASSIGNED TO:

INDIVIDUAL’S NAME, DUTY STATION, AND PHONE NUMBER

POSITION TASK BOOK INITIATED BY:

OFFICIAL’S NAME, TITLE, DUTY STATION, AND PHONE NUMBER

LOCATION AND DATE THAT POSITION TASK BOOK WAS INITIATED






All-Hazard Division/Group Supervisor June 15, 2009

EVALUATOR

DO NOT COMPLETE THIS UNLESS YOU ARE RECOMMENDING THE TRAINEE FOR CERTIFICATION

VERIFICATION/CERTIFICATION OF COMPLETED POSITION TASK BOOK FOR THE
POSITION OF

FINAL EVALUATOR’S VERIFICATION

I verify that all tasks have been performed and are documented with appropriate initials.
I also verify that
has performed as a trainee and should therefore be considered for certification in this
position.

FINAL EVALUATOR’S SIGNATURE AND DATE

EVALUATOR’S PRINTED NAME, TITLE, DUTY STATION, AND PHONE NUMBER

AGENCY HEAD RECOMMENDATION FOR CERTIFICATION

| certify that
has met all requirements for qualification in this position and | recommend that they be
certified for the position.

OFFICIAL’S SIGNATURE AND DATE

OFFICIAL’S NAME TITLE, DUTY STATION, AND PHONE NUMBER
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All-Hazard Division/Group Supervisor June 15, 2009

HISTORICAL RECOGNITION

Historical recognition is a process that provides a means by which incident management personnel
who have either:

e Documentation of previous ICS training, education, and experience in an ICS position(s); or

e Documentation of previous extensive on-the-job incident response experience,

may receive credit for that previous experience, training, or qualification(s) and be considered as
meeting the minimum requirements of this guide in the categories of:

e Education;

e Training; and

e EXxperience,

for an ICS position(s) until they have successfully completed the actual minimum requirements for
that position. Historical Recognition does not apply to the categories of Physical/Medical Fitness,
Currency, or certification. The minimum requirements within those categories must be met
regardless of any historical recognition process.

HISTORICAL RECOGNITION PROCESS

If an Authority Having Jurisdiction (AHJ) does not form a Qualifications Committee to assist with
the management of the overall qualifications process, AHJ’s should give strong consideration to at
least forming a committee for the purposes of reviewing and processing applications for Historical
Recognition. Because of the time commitment involved and the potential for perceptions of
favoritism and unequal treatment during the process, other ICS qualifications processes currently
used by federal and state agencies that included a historical recognition provision used review
committees to accomplish that process.

The AHJ should develop a process to provide for the following:

e Developing a method to provide for historical recognition when there is sufficient
documentation available to substantiate the experience;

e Developing a standardized method for any individual to submit documentation of the experience
and training for review by the AHJ or the appropriate review committee established by the AHJ;

e Developing a method to determine if the previous experience or training is appropriate for the
position, keeping in mind the required criteria for the position and the competencies necessary
for safe and successful performance;

e Providing for Historical Recognition only when the individual has most recently performed the
position within the last five years;

e Requiring the individual meet all minimum requirements in this guide for a position if the
individual seeks an ICS position other than the position they were historically recognized for;

e Encouraging all individuals who are historically recognized into a position to complete the
minimum requirements for the positions within five years of being historically recognized.
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INCIDENT MANAGEMENT SYSTEM POSITION TASK BOOK

Position Task Books (PTB) were developed for designated positions as described under the
National Interagency Incident Management System (NIIMS) and have been incorporated into the
National Incident Management System (NIMS). The position task book is used by the authority
having jurisdiction to certify that the person to whom the task book belongs meets the standards
recommended by the National (NIMS) Integration Center (NIC).

Each PTB lists the performance requirements (tasks) for the specific position in a format that allows
a trainee to be evaluated against written guidelines. Successful performance of all tasks, as
observed and recorded by an evaluator, will result in a recommendation that the trainee be certified
in that position. Evaluation and confirmation of the individual’s performance of all the tasks may
involve more than one evaluator and can occur on incidents, in classroom simulation, and in other
work situations. Designated PTBs require position performance during which the majority of
required tasks are demonstrated on a single incident. It is important that performance be critically
evaluated and accurately recorded by each evaluator. All tasks must be evaluated. All bullet
statements within a task that require an action (contain an action verb) must be demonstrated before
that task can be signed off.

A brief list of responsibilities also appears below.
RESPONSIBILITIES:

1. The Agency Management is responsible for:
e Selecting trainees based on the needs of their organization or area Incident Management
Teams.
e Providing opportunities for evaluation and/or making the trainee available for evaluation.

2. The Individual is responsible for:
e Reviewing and understanding instructions in the PTB.
¢ Identifying desired objectives/goals.
e Providing background information to an evaluator.
e Satisfactorily demonstrating completion of all tasks for an assigned position within three
years.
Assuring the evaluation record is complete.
¢ Notifying the local agency head when the PTB is completed, and obtaining their signature
recommending certification.
e Keeping the original PTB in personal records.

3. The Evaluator is responsible for:
e Being qualified and proficient in the position being evaluated.
e Meeting with the trainee and determining past experience, current qualifications, and desired
objectives/goals.
e Reviewing tasks with the trainee.
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All-Hazard Division/Group Supervisor June 15, 2009

Explaining to the trainee the evaluation procedures that will be utilized and which objectives
may be attained.

Identifying tasks to be performed during the evaluation period.

Accurately evaluating and recording demonstrated performance of tasks. Dating and
initialing completion of the task shall document satisfactory performance. Unsatisfactory
performance shall be documented in the Evaluation Record.

Completing the Evaluation Record found at the end of each PTB.

4. The Final Evaluator is responsible for signing the verification statement inside the front cover
of the PTB when all tasks have been initialed.

5. The Agency Head or designee is responsible for:

Issuing the PTB to document task performance.

Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s
responsibilities.

Tracking progress of the trainee.

Identifying incident evaluation opportunities.

Identifying and assigning an evaluator that can provide a positive experience for the trainee,
and make an accurate and honest appraisal of the trainee’s performance.

Documenting the assignment.

Conducting progress reviews.

Conducting a closeout interview with the trainee and evaluator and assuring that
documentation is proper and complete.
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All-Hazard Division/Group Supervisor

Competency: Assume position responsibilities

June 15, 2009

Description: Successfully assume role of Division/Group Supervisor and initiate position activities at the

appropriate time according to the following behaviors.

TASK

EVAL.
RECORD
#

mooOn

EVALUATOR:
Initial & date
upon completion
of task

Behavior: Ensure availability, qualifications, and capabilities of resources to complete

assignment.

1. Review division/group assignment from Incident Action
Plan (IAP) or relevant plans to identify resources
assigned to division/group by type and quantity.

» Determine location and status.
» Verify resources have completed check-in process.

Behavior: Gather, update, and apply situational infor

mation relevant to the assignment.

2. Obtain initial briefing from Branch Director, Operations
Section Chief, or Incident Commander.
e Obtain current IAP or relevant plan.

Behavior: Establish effective relationships with relevant personnel.

3. Establish and maintain positive interpersonal and
interagency working relationships.

Behavior: Establish organization structure, reporting procedures, and chain of command

of assigned resources.

4. Organize assigned resources into configurations which
will meet incident/tactical objectives.

Behavior: Understand and comply with ICS concepts

and principles.

5. Coordinate with functional areas within the ICS
structure.

Code: O= task can be completed in any situation (classroom, simulation, incident, daily job, etc.)

= task must be performed on an incident

R = rare event — the evaluation assignment may not provide opportunities to demonstrate performance. The evaluator
may be able to determine skills/knowledge through interview or the home office may need to arrange for another

assignment or a simulation.
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All-Hazard Division/Group Supervisor

Competency: Lead assigned personnel.

June 15, 2009

Description: Influence, guide, and direct assigned personnel to accomplish objectives and desired

outcomes in a rapidly changing, high-risk environment.

TASK

mooOn

EVAL.
RECORD
#

EVALUATOR:
Initial & date
upon completion
of task

Behavior: Model leadership values and principles.

6. Exhibit principles of duty.
» Be proficient in your job, both technically and as a
leader.
e Make sound and timely decisions.
» Ensure tasks are understood, supervised and
accomplished.
» Develop your subordinates for the future.

7. Exhibit principles of respect.
»  Know your subordinates and look out for their well-
being.
» Keep your subordinates informed.
» Build the team.
» Employ your subordinates in accordance with their
capabilities.

8. Exhibit principles of integrity.
* Know yourself and seek improvement.
»  Seek responsibility and accept responsibility for
your actions.
» Set the example.

Behavior: Ensure the safety, welfare, and accountability of assigned personnel.

9. Ensure assigned resources are following safety
guidelines appropriately.

Code: O= task can be completed in any situation (classroom, simulation, incident, daily job, etc.)

= task must be performed on an incident

R = rare event — the evaluation assignment may not provide opportunities to demonstrate performance. The evaluator
may be able to determine skills/knowledge through interview or the home office may need to arrange for another

assignment or a simulation.
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All-Hazard Division/Group Supervisor

June 15, 2009

TASK

mooon

EVAL.
RECORD
#

EVALUATOR:
Initial & date
upon completion
of task

Behavior: Establish work assignments and performance expectations, monitor
performance, and provide feedback.

10.

Perform duties of a Strike Team or Task Force Leader.

» Review assignments with subordinates and assign
tasks.

»  Monitor work progress and make changes when
necessary.

» Coordinate activities with adjacent strike teams,
task forces and single resources.

» Travel to and from active assignment area with
assigned resources.

» Retain control of assigned resources while in
available or out-of-service status.

»  Submit situation and resource status information to
Division/Group Supervisor.

* Maintain Unit/Activity Log (ICS Form 214).

11.

Perform duties of a Single Resource.
» Review assighments.
* Obtain necessary equipment/supplies.

» Review local conditions (e.g., weather, tactical, etc.)

for assignment area.

» Brief subordinates on safety measures.

* Monitor work progress.

*  Ensure adequate communications with supervisor
and subordinates.

»  Keep supervisor informed of progress and any
changes.

* Inform supervisor of problems with assigned
resources.

»  Brief relief personnel, and advise them of any
change in conditions.

» Return equipment and supplies to appropriate unit.

* Complete and turn in all time and use records on
personnel and equipment.

e Maintain Unit/Activity Log (ICS Form 214).

12.

Determine assigned resources ability to complete
assignment within time frame.

= rare event — the evaluation assignment may not provide opportunities to demonstrate performance. The evaluator
may be able to determine skills/knowledge through interview or the home office may need to arrange for another

Code: O= task can be completed in any situation (classroom, simulation, incident, daily job, etc.)
= task must be performed on an incident
assignment or a simulation.
6/15/2009
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All-Hazard Division/Group Supervisor

June 15, 2009

TASK

EVAL.
RECORD
#

EVALUATOR:
Initial & date
upon completion
of task

13. Assign responsibilities for segments within division.

U mMOOO

Behavior: Emphasize teamwork.

14. Establish cohesiveness among assigned resources.
* Provide for open communication.
»  Seek commitment.
» Set expectations for accountability.
* Focus on the team result.

Behavior: Coordinate interdependent activities.

15. Coordinate activities with adjacent division/groups.
» Review division/group assignments to determine
specific areas or tasks involving coordination.
e Maintain communications with adjoining
divisions/groups.

16. Coordinate activities with air operations.

» Ensure air support protocol is established and
communications are maintained (e.g., brief
resources on procedures for ordering air support on
division; brief resources on procedures for air
medical transport vs. medevac as defined in IAP or
relevant plan).

Code: O= task can be completed in any situation (classroom, simulation, incident, daily job, etc.)

= task must be performed on an incident

= rare event — the evaluation assignment may not provide opportunities to demonstrate performance. The evaluator
may be able to determine skills/knowledge through interview or the home office may need to arrange for another

assignment or a simulation.
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All-Hazard Division/Group Supervisor June 15, 2009

Competency: Communicate effectively.
Description: Use suitable communication techniques to share relevant information with appropriate
personnel on a timely basis to accomplish objectives in a rapidly changing, high-risk environment.

TASK C EVAL. EVALUATOR:
@] RECORD Initial & date
D # upon completion
E of task

Behavior: Ensure relevant information is exchanged during briefings and debriefings.

17. Obtain briefing from previous shift supervisor. I

18. Provide subordinates tactical briefings. I
» Discuss alternate plan based on strategies, control
objectives, and type of resources available.

19. Obtain periodic reports from subordinates and adjacent |
resources on progress.

20. Inform Branch Director or Operations Section Chief as I
appropriate.
» Conditions affecting division/group operations.
» Hazardous conditions.
» Situation status in assigned work area.
» Unresolved conflicts with adjacent divisions/groups.
» Effectiveness of air operations within division/group

area.

21. Brief relief forces. I
» Current status/conditions/concerns regarding
assignment.

22. Participate in functional area briefings and After Action |
Reviews (AARS).

Code: O= task can be completed in any situation (classroom, simulation, incident, daily job, etc.)
= task must be performed on an incident
R = rare event — the evaluation assignment may not provide opportunities to demonstrate performance. The evaluator
may be able to determine skills/knowledge through interview or the home office may need to arrange for another
assignment or a simulation.
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All-Hazard Division/Group Supervisor June 15, 2009

TASK C EVAL. EVALUATOR:
O RECORD Initial & date
D # upon completion
E of task

Behavior: Ensure documentation is complete and disposition is appropriate.

23. Report and document special occurrences or events I
(e.g., accidents, structure/improved property loss or
damage, sickness) to immediate supervisor.

* Receive reports of events from subordinates or
personal observation of events (e.g., nature of event,
location, magnitude, personnel involved, action
taken).

» Request assistance as established in response
protocol outlined in the IAP or relevant plan.

24. Submit demobilization documentation as requested. |

Behavior: Communicate and ensure understanding of work expectations within the chain
of command and across functional areas.

25. Coordinate across functional areas. |
»  Safety Officer
» Resources Unit Leader
e Situation Unit Leader
e Law Enforcement
* Fire
e EMS
e Public Works
e Others as appropriate

26. Provide timely feedback in response to requests from I
other ICS sections.

Code: O= task can be completed in any situation (classroom, simulation, incident, daily job, etc.)
= task must be performed on an incident
= rare event — the evaluation assignment may not provide opportunities to demonstrate performance. The evaluator
may be able to determine skills/knowledge through interview or the home office may need to arrange for another
assignment or a simulation.
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All-Hazard Division/Group Supervisor

June 15, 2009

TASK

mooon

EVAL.
RECORD
#

EVALUATOR:
Initial & date
upon completion
of task

Behavior: Develop and implement plans and gain concurrence of affected agencies and/or

the public.

27. Participate in the development of the IAP or relevant
plan for the next operational period.

»  Submit situation and resources status to Branch
Director or Operations Section Chief (e.g.,
summary of resource utilization, work progress,
changes from assignment, conditions affecting
division/group operations, hazards, unresolved
conflicts with adjacent divisions/groups,
effectiveness of air operations within division/group
area).

» Place orders for resources and logistical needs.

» Recommend objectives for next operational period.

Code: O= task can be completed in any situation (classroom, simulation, incident, daily job, etc.)

= task must be performed on an incident

= rare event — the evaluation assignment may not provide opportunities to demonstrate performance. The evaluator
may be able to determine skills/knowledge through interview or the home office may need to arrange for another

assignment or a simulation.
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All-Hazard Division/Group Supervisor June 15, 2009

Competency: Ensure completion of assigned actions to meet identified

objectives.

Description: ldentify, analyze, and apply relevant situational information and evaluate actions to
complete assignments safely and meet identified objectives. Complete actions within established
timeframe.

TASK C EVAL. EVALUATOR:
@) RECORD Initial & date
D # upon completion
E of task

Behavior: Gather, analyze, and validate information pertinent to the incident or event and
make recommendations for setting priorities.

28. Identify kind, type, and number of resources required to I
achieve objectives.
» Consider mission, weather, terrain, kinds and types
of resources, resource availability, and safety
factors.

29. Implement objectives and special instructions for I
division/group.

*  Monitor work progress and evaluate incident
situation.

» Evaluate different uses of single and combined
resources based on tactical needs within
division/group (e.g., structure protection, perimeter
control).

» Compare accomplishments to division ICS 204,
Assignment List.

» Develop recommendations for next operational
period.

Code: O= task can be completed in any situation (classroom, simulation, incident, daily job, etc.)
= task must be performed on an incident
R = rare event — the evaluation assignment may not provide opportunities to demonstrate performance. The evaluator
may be able to determine skills/knowledge through interview or the home office may need to arrange for another
assignment or a simulation.
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All-Hazard Division/Group Supervisor

June 15, 2009

TASK C EVAL. EVALUATOR:
O RECORD Initial & date
D # upon completion
E of task
Behavior: Make appropriate decisions based on analysis of gathered information.
30. Determine need for assistance. I
» Identify need for additional assistance by
monitoring work progress or based on reports from
subordinates.
e Coordinate with Operations Section Chief or
Branch Director and request assistance according
to procedures discussed in briefing.
» Notify Operations Section Chief when resources are
moved or shared between divisions/groups, or
excess to operational needs.
Behavior: Take appropriate action based on assessed risks.
3L Apply Risk Management Process I
Step 1: Situation Awareness
e Step 2: Hazard Assessment
e Step 3: Hazard Control
o Step 4: Decision Point
» Step 5: Evaluate
32. Manage an incident within an incident and take R
appropriate action based on established procedure.
*  Notify your supervisor of situation.
» Document actions taken.
Code: O= task can be completed in any situation (classroom, simulation, incident, daily job, etc.)
= task must be performed on an incident
R = rare event — the evaluation assignment may not provide opportunities to demonstrate performance. The evaluator

may be able to determine skills/knowledge through interview or the home office may need to arrange for another

assignment or a simulation.
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All-Hazard Division/Group Supervisor

June 15, 2009

TASK

mooOn

EVAL.
RECORD
#

EVALUATOR:
Initial & date
upon completion
of task

Behavior: Modify approach based on evaluation of incident situation.

33. Assess incident situation and adjust tactics I
appropriately.

34. Adjust tactical plan in response to opportunities or I
problems encountered.

Behavior: Provide logistical support as necessary.

35. Identify and plan for logistical support needs. @)
» Review logistics elements of plan to determine if
they meet operational needs.
» Maintain documentation of accountable property
assigned to the division/group.
» Anticipate and resolve logistical needs.

Behavior: Transfer position duties while ensuring continuity of authority and knowledge

and taking into account the increasing or decreasing incident complexity.

36. Coordinate an efficient transfer of position duties when I
mobilizing/demobilizing (e.g., incoming Incident
Management Team (IMT), host agency).

* Inform subordinate staff and IC.
* Document follow-up action needed and submit to
supervisor.

Code: O= task can be completed in any situation (classroom, simulation, incident, daily job, etc.)

= task must be performed on an incident

R = rare event — the evaluation assignment may not provide opportunities to demonstrate performance. The evaluator
may be able to determine skills/knowledge through interview or the home office may need to arrange for another

assignment or a simulation.
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All-Hazard Division/Group Supervisor

June 15, 2009

TASK C EVAL. EVALUATOR:
@] RECORD Initial & date
D # upon completion
E of task
Behavior: Plan for demobilization and ensure demobilization procedures are followed.

37. Anticipate demobilization of resources.
» Identify excess resources.
*  Prepare schedule for demobilization.

38. Ensure demobilization of resources.
» Brief subordinate staff on demobilization
procedures and responsibilities.
» Ensure incident and agency demobilization
procedures are followed.

Code: O= task can be completed in any situation (classroom, simulation, incident, daily job, etc.)

= task must be performed on an incident

= rare event — the evaluation assignment may not provide opportunities to demonstrate performance. The evaluator
may be able to determine skills/knowledge through interview or the home office may need to arrange for another

assignment or a simulation.
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INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD

There are four separate blocks allowing evaluations to be made. These evaluations may be made on
incidents, simulations in classroom, or in daily duties, depending on what the position task book indicates.
This should be sufficient for qualification in the position if the individual is adequately prepared. If
additional blocks are needed, a page can be copied from a blank task book and attached.

COMPLETE THESE ITEMS AT THE START OF THE EVALUATION PERIOD:

Evaluator’s name, incident/office title, and agency: List the name of the Evaluator, his/her incident
position or office title, and agency.

Evaluator’s home unit address and phone: Self-explanatory

#: The number next to the evaluator’s name in the upper left corner of the evaluation record identifies a
particular incident or group of incidents. This number should be placed in the column labeled “Evaluation
Record #” on the PTB for each task performed satisfactorily. This number will enable reviewers of the
completed PTB to ascertain the qualifications of the different evaluators prior to making the appropriate sign-
off on the PTB.

Location of Incident/Simulation: Identify the location where the tasks were performed by agency and
office.

Incident Kind: Enter kind of incident; e.g., hazmat, wildland fire, structural fire, search and rescue, flood,
tornado, etc.

COMPLETE THESE ITEMS AT THE END OF THE EVALUATION PERIOD:

Number and Type of Resources: Enter the number of resources and types assigned to the incident pertinent
to the Trainee’s task book position.

Duration: Enter inclusive dates during which the Trainee was evaluated. This block may indicate a span of
time covering several small and similar incidents if the Trainee has been evaluated on that basis; e.g., several
initial attack wildfires in similar fuel types.

Recommendation: Check as appropriate and/or make comments regarding the future needs for development
of this trainee.

Date: List the date the record is being completed.

Evaluator’s initials: Initial here to authenticate your recommendations and to allow for comparison with
initials in the PTB.

Evaluator’s relevant certification: List your certification relevant to the Trainee position you supervised.
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Evaluation Record

TRAINEE NAME TRAINEE POSITION

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

Evaluator’s home unit address & phone:

Name and Location Incident Kind Number & Type of Duration
of Incident or (hazmat, tornado, flood, Resources (inclusive dates
Situation structural fire, wildfire, Pertinent to in trainee status)
(agency & area) search & rescue, etc.) Trainee’s Position
to

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:

Date:

Evaluator’s initials:

Evaluator’s relevant agency certification or rating:

T+

2 | Evaluator’s name:
Incident/office title & agency:

Evaluator’s home unit address & phone:

Name and Location Incident Kind Number & Type of Duration
of Incident or (hazmat, tornado, flood, Resources (inclusive dates
Situation structural fire, wildfire, Pertinent to in trainee status)
(agency & area) search & rescue, etc.) Trainee’s Position
to

1]

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:

Date:

Evaluator’s initials:

Evaluator’s relevant agency certification or rating:
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Evaluation Record
(Continuation Sheet)

TRAINEE NAME TRAINEE POSITION

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

Evaluator’s home unit address & phone:

Name and Location Incident Kind Number & Type of Duration
of Incident or (hazmat, tornado, flood, Resources (inclusive dates
Situation structural fire, wildfire, Pertinent to in trainee status)
(agency & area) search & rescue, etc.) Trainee’s Position
to

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:

Date:

Evaluator’s initials:

Evaluator’s relevant agency certification or rating:

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

Evaluator’s home unit address & phone:

Name and Location Incident Kind Number & Type of Duration
of Incident or situation | (hazmat, tornado, flood, Resources (inclusive dates
(agency & area) structural fire, wildfire, Pertinent to in trainee status)
search & rescue, etc.) Trainee’s Position
to

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:

Date:

Evaluator’s initials:

Evaluator’s relevant agency certification or rating:
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		FINAL EVALUATOR’S VERIFICATION




POSITION TASK BOOK FOR THE POSITION OF

ALL-HAZARD
FACILITIES UNIT LEADER

Version: June 15, 2009

POSITION TASK BOOK ASSIGNED TO:

INDIVIDUAL’S NAME, DUTY STATION, AND PHONE NUMBER

POSITION TASK BOOK INITIATED BY:

OFFICIAL’S NAME, TITLE, DUTY STATION, AND PHONE NUMBER

LOCATION AND DATE THAT POSITION TASK BOOK WAS INITIATED






All-Hazard Facilities Unit Leader June 15, 2009

EVALUATOR

DO NOT COMPLETE THIS UNLESS YOU ARE RECOMMENDING THE TRAINEE FOR CERTIFICATION

VERIFICATION/CERTIFICATION OF COMPLETED POSITION TASK BOOK FOR THE
POSITION OF

FINAL EVALUATOR’S VERIFICATION

I verify that all tasks have been performed and are documented with appropriate initials.
I also verify that
has performed as a trainee and should therefore be considered for certification in this
position.

FINAL EVALUATOR’S SIGNATURE AND DATE

EVALUATOR’S PRINTED NAME, TITLE, DUTY STATION, AND PHONE NUMBER

AGENCY HEAD RECOMMENDATION FOR CERTIFICATION

| certify that
has met all requirements for qualification in this position and | recommend that they be
certified for the position.

OFFICIAL’S SIGNATURE AND DATE

OFFICIAL’S NAME TITLE, DUTY STATION, AND PHONE NUMBER
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All-Hazard Facilities Unit Leader June 15, 2009

HISTORICAL RECOGNITION

Historical recognition is a process that provides a means by which incident management personnel
who have either:

e Documentation of previous ICS training, education, and experience in an ICS position(s); or

e Documentation of previous extensive on-the-job incident response experience,

may receive credit for that previous experience, training, or qualification(s) and be considered as
meeting the minimum requirements of this guide in the categories of:

e Education;

e Training; and

e EXxperience,

for an ICS position(s) until they have successfully completed the actual minimum requirements for
that position. Historical Recognition does not apply to the categories of Physical/Medical Fitness,
Currency, or certification. The minimum requirements within those categories must be met
regardless of any historical recognition process.

HISTORICAL RECOGNITION PROCESS

If an Authority Having Jurisdiction (AHJ) does not form a Qualifications Committee to assist with
the management of the overall qualifications process, AHJ’s should give strong consideration to at
least forming a committee for the purposes of reviewing and processing applications for Historical
Recognition. Because of the time commitment involved and the potential for perceptions of
favoritism and unequal treatment during the process, other ICS qualifications processes currently
used by federal and state agencies that included a historical recognition provision used review
committees to accomplish that process.

The AHJ should develop a process to provide for the following:

e Developing a method to provide for historical recognition when there is sufficient
documentation available to substantiate the experience;

e Developing a standardized method for any individual to submit documentation of the experience
and training for review by the AHJ or the appropriate review committee established by the AHJ;

e Developing a method to determine if the previous experience or training is appropriate for the
position, keeping in mind the required criteria for the position and the competencies necessary
for safe and successful performance;

e Providing for Historical Recognition only when the individual has most recently performed the
position within the last five years;

e Requiring the individual meet all minimum requirements in this guide for a position if the
individual seeks an ICS position other than the position they were historically recognized for;

e Encouraging all individuals who are historically recognized into a position to complete the
minimum requirements for the positions within five years of being historically recognized.
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All-Hazard Facilities Unit Leader June 15, 2009

INCIDENT MANAGEMENT SYSTEM POSITION TASK BOOK

Position Task Books (PTB) were developed for designated positions as described under the
National Interagency Incident Management System (NIIMS) and have been incorporated into the
National Incident Management System (NIMS). The position task book is used by the authority
having jurisdiction to certify that the person to whom the task book belongs meets the standards
recommended by the National (NIMS) Integration Center (NIC).

Each PTB lists the performance requirements (tasks) for the specific position in a format that allows
a trainee to be evaluated against written guidelines. Successful performance of all tasks, as
observed and recorded by an evaluator, will result in a recommendation that the trainee be certified
in that position. Evaluation and confirmation of the individual’s performance of all the tasks may
involve more than one evaluator and can occur on incidents, in classroom simulation, and in other
work situations. Designated PTBs require position performance during which the majority of
required tasks are demonstrated on a single incident. It is important that performance be critically
evaluated and accurately recorded by each evaluator. All tasks must be evaluated. All bullet
statements within a task that require an action (contain an action verb) must be demonstrated before
that task can be signed off.

A brief list of responsibilities also appears below.
RESPONSIBILITIES:

1. The Agency Management is responsible for:
e Selecting trainees based on the needs of their organization or area Incident Management
Teams.
e Providing opportunities for evaluation and/or making the trainee available for evaluation.

2. The Individual is responsible for:
e Reviewing and understanding instructions in the PTB.
¢ Identifying desired objectives/goals.
e Providing background information to an evaluator.
e Satisfactorily demonstrating completion of all tasks for an assigned position within three
years.
Assuring the evaluation record is complete.
¢ Notifying the local agency head when the PTB is completed, and obtaining their signature
recommending certification.
e Keeping the original PTB in personal records.

3. The Evaluator is responsible for:
e Being qualified and proficient in the position being evaluated.
e Meeting with the trainee and determining past experience, current qualifications, and desired
objectives/goals.
e Reviewing tasks with the trainee.
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All-Hazard Facilities Unit Leader June 15, 2009

Explaining to the trainee the evaluation procedures that will be utilized and which objectives
may be attained.

Identifying tasks to be performed during the evaluation period.

Accurately evaluating and recording demonstrated performance of tasks. Dating and
initialing completion of the task shall document satisfactory performance. Unsatisfactory
performance shall be documented in the Evaluation Record.

Completing the Evaluation Record found at the end of each PTB.

4. The Final Evaluator is responsible for signing the verification statement inside the front cover
of the PTB when all tasks have been initialed.

5. The Agency Head or designee is responsible for:

Issuing the PTB to document task performance.

Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s
responsibilities.

Tracking progress of the trainee.

Identifying incident evaluation opportunities.

Identifying and assigning an evaluator that can provide a positive experience for the trainee,
and make an accurate and honest appraisal of the trainee’s performance.

Documenting the assignment.

Conducting progress reviews.

Conducting a closeout interview with the trainee and evaluator and assuring that
documentation is proper and complete.
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All-Hazard Facilities Unit Leader

Competency: Assume position responsibilities.
Description: Successfully assume role of Unit Leader within the Logistics Section and initiate position

activities at the appropriate time according to the following behaviors.

June 15, 2009

TASK

mooOn

EVAL.
RECORD
#

EVALUATOR:
Initial & date
upon completion
of task

Behavior: Ensure availability, qualifications, and capabilities of resources to complete
assignment.

1. Determine support needs to meet the Incident Action Plan
(1AP) or other relevant plans.

2. Determine requirements for each section to be established
and place the initial order.

Use information from IAP, section briefings, and agency
briefings.

Use proper procedures, supplies, materials, and
equipment necessary to support projected incident size.

3. Coordinate with Logistics Section Chief and other functional
areas to obtain resources to organize work space and keep
unit operating.

Order materials and supplies using established
procedures.

Maintain adequate quantities of forms, supplies, and
materials to prevent shortage of basic needed items.
Obtain equipment to complete assignment (e.g., radio,
telephones, faxes, computers).

Ensure appropriate personnel to support unit (e.g., night
operational period, increase/reduce staffing).

Code:

O = task can be completed in any situation (classroom, simulation, incident, daily job, etc.)

= task must be performed on an incident

R = rare event — the evaluation assignment may not provide opportunities to demonstrate performance. The evaluator
may be able to determine skills/knowledge through interview or the home office may need to arrange for another

assignment or a simulation.
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All-Hazard Facilities Unit Leader June 15, 2009

TASK C| EVAL. EVALUATOR:
O | RECORD Initial & date
D # upon completion
E of task

Behavior: Gather, update, and apply situational information relevant to the assignment.

4. Obtain initial briefing from Logistics Section I
Chief/supervisor.
» Work space
*  Work schedule
» Policies and operating procedures
» Current resource commitments
» Current situation
» Expected duration of assignment
* |AP or other relevant plan

5. Gather information to assess the incident assignment. @)
* Incident activities
»  Unit briefings
* Planning meetings

Behavior: Establish effective relationships with relevant personnel.

6. Establish and maintain positive interpersonal and I
interagency working relationships.

Behavior: Establish organization structure, reporting procedures, and chain of command
of assigned resources.

7. Organize assigned personnel to meet the needs of the unit. I

Behavior: Understand and comply with ICS concepts and principles.

8. Coordinate with functional areas within the ICS structure. |

Code: O= task can be completed in any situation (classroom, simulation, incident, daily job, etc.)
= task must be performed on an incident
R = rare event — the evaluation assignment may not provide opportunities to demonstrate performance. The evaluator
may be able to determine skills/knowledge through interview or the home office may need to arrange for another
assignment or a simulation.
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All-Hazard Facilities Unit Leader

Competency: Lead assigned personnel.

June 15, 2009

Description: Influence, guide, and direct assigned personnel to accomplish objectives and desired

outcomes in a rapidly changing, high-risk environment.

TASK

mooOn

EVAL.
RECORD
#

EVALUATOR:
Initial & date
upon completion
of task

Behavior: Model leadership values and principles.

9. Exhlblt principles of duty.
Be proficient in your job, both technically and as a
leader.
* Make sound and timely decisions.
e Ensure tasks are understood, supervised and
accomplished.
o Develop your subordinates for the future.

10. Exhibit principles of respect.
»  Know your subordinates and look out for their well-
being.
» Keep your subordinates informed.
» Build the team.
»  Employ your subordinates in accordance with their
capabilities.

11. Exhibit principles of integrity.
»  Know yourself and seek improvement.
»  Seek responsibility and accept responsibility for your
actions.
e Set the example.

Behavior: Ensure the safety, welfare, and accountability of assigned personnel.

12. Provide for the safety and welfare of assigned resources.
» Recognize, mitigate and communicate potentially
hazardous situations.
»  Monitor condition of assigned resources.
» Account for assigned resources.

Code: O= task can be completed in any situation (classroom, simulation, incident, daily job, etc.)

= task must be performed on an incident

R = rare event — the evaluation assignment may not provide opportunities to demonstrate performance. The evaluator
may be able to determine skills/knowledge through interview or the home office may need to arrange for another

assignment or a simulation.
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All-Hazard Facilities Unit Leader

June 15, 2009

TASK

mooOn

EVAL.
RECORD
#

EVALUATOR:
Initial & date
upon completion
of task

Behavior: Establish work assignments and performance expectations, monitor
performance, and provide feedback.

13. Perform duties of a Security Manager.

Establish contacts with local law enforcement agencies
as required.

Contact the Resource Use Specialist for crews or Agency
Representatives to discuss any special custodial
requirements that may affect operations.

Request required personnel support to accomplish work
assignments.

Ensure that support personnel are qualified to manage
security problems.

Develop Security Plan for incident facilities.

Adjust Security Plan for personnel and equipment
changes and releases.

Coordinate security activities with appropriate incident
personnel.

Keep the peace, prevent assaults, and settle disputes
through coordination with Agency Representatives.
Prevent theft of all government and personal property.
Document all complaints and suspicious occurrences.
Maintain Unit/Activity Log (ICS Form 214).

14. Perform duties of a Base Manager.

Determine personnel support requirements.

Obtain necessary equipment and supplies.

Ensure that all facilities and equipment are set up and
properly functioning.

Supervise the establishment of sanitation, showers, and
sleeping facilities.

Make sleeping area assignments.

Ensure that strict compliance is made with all applicable
safety regulations.

Ensure that all facility maintenance services are
provided.

Maintain Unit/Activity Log (ICS Form 214).

Code: O=

= task must be performed on an incident

R =

6/15/2009

task can be completed in any situation (classroom, simulation, incident, daily job, etc.)

rare event — the evaluation assignment may not provide opportunities to demonstrate performance. The evaluator

may be able to determine skills/knowledge through interview or the home office may need to arrange for another

assignment or a simulation.
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All-Hazard Facilities Unit Leader

June 15, 2009

TASK

mooOn

EVAL.
RECORD
#

EVALUATOR:
Initial & date
upon completion
of task

Behavior: Establish work assignments and performance expectations, monitor
performance, and provide feedback.

15. Perform duties of a Camp Manager.

Determine personnel support requirements.

Obtain necessary equipment and supplies.

Ensure that all sanitation, shower and sleeping facilities
are set up and properly functioning.

Make sleeping arrangements.

Provide direct supervision for all facility maintenance
and security services at Camp.

Ensure that strict compliance is made with all applicable
safety regulations.

Ensure that all Camp-to-Base communications are
centrally coordinated.

Ensure that all Camp-to-Base transportation scheduling
is centrally coordinated.

Provide overall coordination of all Camp activities to
ensure that all assigned units operate effectively and
cooperatively in meeting incident objectives.

Maintain Unit/Activity Log (ICS Form 214).

16.

Complete daily review of staffing requirements and ensure
adequate personnel to meet needs.

17.

Develop schedule/assignments based on IAP or relevant
plan.

18.

Ensure subordinates understand assignment for operational
period.

19.

Continually evaluate performance.

Communicate deficiencies immediately and take
corrective action.

Provide training opportunities where available.
Complete personnel performance evaluations according
to agency guidelines.

Code: O=

= task must be performed on an incident

task can be completed in any situation (classroom, simulation, incident, daily job, etc.)

= rare event — the evaluation assignment may not provide opportunities to demonstrate performance. The evaluator
may be able to determine skills/knowledge through interview or the home office may need to arrange for another

assignment or a simulation.
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All-Hazard Facilities Unit Leader

June 15, 2009

TASK

mooOn

EVAL.
RECORD
#

EVALUATOR:
Initial & date
upon completion
of task

Behavior: Emphasize teamwork.

20. Establish cohesiveness among assigned resources.
» Provide for open communication.
»  Seek commitment.
»  Set expectations for accountability.
* Focus on the team result.

Behavior: Coordinate interdependent activities.

21. Coordinate with Agency Administrator or designee, and
Logistics Section Chief to identify location for incident
facilities.

* Incident Command Post

» Base/camp(s)

* Helibase

e Staging areas

» Contingency/expansion sites

22. Interact and coordinate with appropriate unit leaders and
operations personnel.
» Receive and transmit needed information.

23. Coordinate with other units and sections for completion of
work assignments.

» Assist other sections to meet priorities and time frames.

» Receive and transmit needed information.

24. Coordinate with managers within the unit to identify
needed/excess personnel and facilities.

Code: O= task can be completed in any situation (classroom, simulation, incident, daily job, etc.)

= task must be performed on an incident

= rare event — the evaluation assignment may not provide opportunities to demonstrate performance. The evaluator
may be able to determine skills/knowledge through interview or the home office may need to arrange for another

assignment or a simulation.
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All-Hazard Facilities Unit Leader

Competency: Communicate effectively.

June 15, 2009

Description: Use suitable communication techniques to share relevant information with appropriate
personnel on a timely basis to accomplish objectives in a rapidly changing, high-risk environment.

TASK C
@)
D
E

EVAL.
RECORD
#

EVALUATOR:
Initial & date
upon completion
of task

Behavior: Ensure relevant information is exchanged during briefings and debriefings.

25. Brief and keep subordinates informed and updated. I
» Ensure unit leader expectations are communicated and
understood.

26. Participate in functional area briefings and conduct unit I
After Action Reviews (AARS).

Behavior: Ensure documentation is complete and disposition

is appropriate.

27. Review and approve subordinate time reports. I

28. Submit completed original documents at appropriate time I
(e.g. each operational period, final package).
* ICS 214, Unit Log

29. Prepare unit narrative and submit to Logistics Section Chief | |
if applicable.

30. Complete daily shift tickets for contracted facilities @)
equipment/services and submit according to established
protocol.

Code: O= task can be completed in any situation (classroom, simulation, incident,

= task must be performed on an incident

daily job, etc.)

R = rare event — the evaluation assignment may not provide opportunities to demonstrate performance. The evaluator
may be able to determine skills/knowledge through interview or the home office may need to arrange for another

assignment or a simulation.
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All-Hazard Facilities Unit Leader

June 15, 2009

Behavior: Gather, produce and distribute information as required by established

guidelines and ensure understanding by recipient.

TASK

mooOn

EVAL.
RECORD
#

EVALUATOR:
Initial & date
upon completion
of task

31. Prepare information for briefings and meetings.

32. Determine and monitor current status of unit activities and
relay to appropriate incident personnel.

33. Confirm estimated time of arrival of staff, equipment, and
supplies.

Behavior: Communicate and ensure understanding of work expectations within the chain

of command and across functional areas.

34. Coordinate across functional areas.
» Provide timely feedback in response to requests.

Code: O= task can be completed in any situation (classroom, simulation, incident, daily job, etc.)

1= task must be performed on an incident

= rare event — the evaluation assignment may not provide opportunities to demonstrate performance. The evaluator
may be able to determine skills/knowledge through interview or the home office may need to arrange for another

assignment or a simulation.
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All-Hazard Facilities Unit Leader June 15, 2009

Competency: Ensure completion of assigned actions to meet identified

objectives.

Description: Identify, analyze, and apply relevant situational information and evaluate actions to
complete assignments safely and meet identified objectives. Complete actions within established
timeframe.

TASK C EVAL. EVALUATOR:
O| RECORD Initial & date
D # upon completion
E of task

Behavior: Follow established procedures and/or safety procedures relevant to given
assignment.

35. Ensure established guidelines are followed. I
*  Work/rest
»  Agency safety standards and procedures

Behavior: Gather, analyze, and validate information pertinent to the incident or event and
make recommendations for setting priorities.

36. Monitor restrictions/work requirements for each resource to |
maximize safe and efficient assignments and demobilization.
»  Number of days worked in succession
* Rest and recuperation requirements
» Number of days on previous assignment
» Contract limitations
» Restrictions on type of assignment
» Assignment to remote locations
» Assignment to special work periods
* Incident qualifications

Behavior: Administer and/or apply agency policy, contracts and agreements.

37. Perform project inspector duties for the administration of the | O

National Shower contract.

» Review Delegation of Authority for duties of the
Facilities Unit Leader.

» Conduct periodic inspections and adjust as necessary.

» Review, approve and submit invoices to appropriate
payment office.

» Complete evaluations, discuss with contractor and
disburse copies to appropriate personnel.

Code: O= task can be completed in any situation (classroom, simulation, incident, daily job, etc.)
= task must be performed on an incident
R = rare event — the evaluation assignment may not provide opportunities to demonstrate performance. The evaluator
may be able to determine skills/knowledge through interview or the home office may need to arrange for another
assignment or a simulation.
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All-Hazard Facilities Unit Leader

June 15, 2009

TASK

mooOn

EVAL.
RECORD
#

EVALUATOR:
Initial & date
upon completion
of task

Behavior: Provide logistical support as necessary.

38. Ensure facility maintenance services are provided.
» Sanitation
» Lighting
* Cleanup
» Potable water

Behavior: Transfer position duties while ensuring continuity of authority and knowledge

and taking into account the increasing or decreasing incident complexity.

39. Coordinate an efficient transfer of position duties when
mobilizing/demobilizing (e.g., incoming Incident
Management Team (IMT), host agency).

* Inform subordinate staff and IC.
»  Document follow-up action needed and submit to
supervisor.

Behavior: Plan for demobilization and ensure demobilization procedures are followed.

40. Anticipate demobilization of resources.
* Identify excess resources.
*  Prepare schedule for demobilization.

41. Ensure demobilization of resources.
» Brief subordinate staff on demobilization procedures
and responsibilities.
» Ensure incident and agency demobilization procedures
are followed.

Code: O= task can be completed in any situation (classroom, simulation, incident, daily job, etc.)

= task must be performed on an incident

= rare event — the evaluation assignment may not provide opportunities to demonstrate performance. The evaluator
may be able to determine skills/knowledge through interview or the home office may need to arrange for another

assignment or a simulation.
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INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD

There are four separate blocks allowing evaluations to be made. These evaluations may be made on
incidents, simulations in classroom, or in daily duties, depending on what the position task book indicates.
This should be sufficient for qualification in the position if the individual is adequately prepared. If
additional blocks are needed, a page can be copied from a blank task book and attached.

COMPLETE THESE ITEMS AT THE START OF THE EVALUATION PERIOD:

Evaluator’s name, incident/office title, and agency: List the name of the Evaluator, his/her incident
position or office title, and agency.

Evaluator’s home unit address and phone: Self-explanatory

#: The number next to the evaluator’s name in the upper left corner of the evaluation record identifies a
particular incident or group of incidents. This number should be placed in the column labeled “Evaluation
Record #” on the PTB for each task performed satisfactorily. This number will enable reviewers of the
completed PTB to ascertain the qualifications of the different evaluators prior to making the appropriate sign-
off on the PTB.

Location of Incident/Simulation: Identify the location where the tasks were performed by agency and
office.

Incident Kind: Enter kind of incident; e.g., hazmat, wildland fire, structural fire, search and rescue, flood,
tornado, etc.

COMPLETE THESE ITEMS AT THE END OF THE EVALUATION PERIOD:

Number and Type of Resources: Enter the number of resources and types assigned to the incident pertinent
to the Trainee’s task book position.

Duration: Enter inclusive dates during which the Trainee was evaluated. This block may indicate a span of
time covering several small and similar incidents if the Trainee has been evaluated on that basis; e.g., several
initial attack wildfires in similar fuel types.

Recommendation: Check as appropriate and/or make comments regarding the future needs for development
of this trainee.

Date: List the date the record is being completed.

Evaluator’s initials: Initial here to authenticate your recommendations and to allow for comparison with
initials in the PTB.

Evaluator’s relevant certification: List your certification relevant to the Trainee position you supervised.
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Evaluation Record

TRAINEE NAME TRAINEE POSITION

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

Evaluator’s home unit address & phone:

Name and Location Incident Kind Number & Type of Duration
of Incident or (hazmat, tornado, flood, Resources (inclusive dates
Situation structural fire, wildfire, Pertinent to in trainee status)
(agency & area) search & rescue, etc.) Trainee’s Position
to

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:

Date:

Evaluator’s initials:

Evaluator’s relevant agency certification or rating:

T+

2 | Evaluator’s name:
Incident/office title & agency:

Evaluator’s home unit address & phone:

Name and Location Incident Kind Number & Type of Duration
of Incident or (hazmat, tornado, flood, Resources (inclusive dates
Situation structural fire, wildfire, Pertinent to in trainee status)
(agency & area) search & rescue, etc.) Trainee’s Position
to

1]

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:

Date:

Evaluator’s initials:

Evaluator’s relevant agency certification or rating:

6/15/2009
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Evaluation Record
(Continuation Sheet)

TRAINEE NAME TRAINEE POSITION

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

Evaluator’s home unit address & phone:

Name and Location Incident Kind Number & Type of Duration
of Incident or (hazmat, tornado, flood, Resources (inclusive dates
Situation structural fire, wildfire, Pertinent to in trainee status)
(agency & area) search & rescue, etc.) Trainee’s Position
to

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:

Date:

Evaluator’s initials:

Evaluator’s relevant agency certification or rating:

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

Evaluator’s home unit address & phone:

Name and Location Incident Kind Number & Type of Duration
of Incident or situation | (hazmat, tornado, flood, Resources (inclusive dates
(agency & area) structural fire, wildfire, Pertinent to in trainee status)
search & rescue, etc.) Trainee’s Position
to

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:

Date:

Evaluator’s initials:

Evaluator’s relevant agency certification or rating:

6/15/2009
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Version: June 15, 2009
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OFFICIAL’S NAME, TITLE, DUTY STATION, AND PHONE NUMBER

LOCATION AND DATE THAT POSITION TASK BOOK WAS INITIATED






All-Hazard Finance/Administration Section Chief June 15, 2009

EVALUATOR

DO NOT COMPLETE THIS UNLESS YOU ARE RECOMMENDING THE TRAINEE FOR CERTIFICATION

VERIFICATION/CERTIFICATION OF COMPLETED POSITION TASK BOOK FOR THE
POSITION OF

FINAL EVALUATOR’S VERIFICATION

| verify that all tasks have been performed and are documented with appropriate initials.
| also verify that
has performed as a trainee and should therefore be considered for certification in this
position.

FINAL EVALUATOR’S SIGNATURE AND DATE

EVALUATOR’S PRINTED NAME, TITLE, DUTY STATION, AND PHONE NUMBER

AGENCY HEAD RECOMMENDATION FOR CERTIFICATION

| certify that

has met all requirements for qualification in this position and | recommend that they be
certified for the position.

OFFICIAL’S SIGNATURE AND DATE

OFFICIAL’S NAME TITLE, DUTY STATION, AND PHONE NUMBER
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All-Hazard Finance/Administration Section Chief June 15, 2009

HISTORICAL RECOGNITION

Historical recognition is a process that provides a means by which incident management personnel
who have either:

e Documentation of previous ICS training, education, and experience in an ICS position(s); or

e Documentation of previous extensive on-the-job incident response experience,

may receive credit for that previous experience, training, or qualification(s) and be considered as
meeting the minimum requirements of this guide in the categories of:

e Education;

e Training; and

e EXxperience,

for an ICS position(s) until they have successfully completed the actual minimum requirements for
that position. Historical Recognition does not apply to the categories of Physical/Medical Fitness,
Currency, or certification. The minimum requirements within those categories must be met
regardless of any historical recognition process.

HISTORICAL RECOGNITION PROCESS

If an Authority Having Jurisdiction (AHJ) does not form a Qualifications Committee to assist with
the management of the overall qualifications process, AHJ’s should give strong consideration to at
least forming a committee for the purposes of reviewing and processing applications for Historical
Recognition. Because of the time commitment involved and the potential for perceptions of
favoritism and unequal treatment during the process, other ICS qualifications processes currently
used by federal and state agencies that included a historical recognition provision used review
committees to accomplish that process.

The AHJ should develop a process to provide for the following:

e Developing a method to provide for historical recognition when there is sufficient
documentation available to substantiate the experience;

e Developing a standardized method for any individual to submit documentation of the experience
and training for review by the AHJ or the appropriate review committee established by the AHJ;

e Developing a method to determine if the previous experience or training is appropriate for the
position, keeping in mind the required criteria for the position and the competencies necessary
for safe and successful performance;

e Providing for Historical Recognition only when the individual has most recently performed the
position within the last five years;

e Requiring the individual meet all minimum requirements in this guide for a position if the
individual seeks an ICS position other than the position they were historically recognized for;

e Encouraging all individuals who are historically recognized into a position to complete the
minimum requirements for the positions within five years of being historically recognized.
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All-Hazard Finance/Administration Section Chief June 15, 2009

INCIDENT MANAGEMENT SYSTEM POSITION TASK BOOK

Position Task Books (PTB) were developed for designated positions as described under the
National Interagency Incident Management System (NIIMS) and have been incorporated into the
National Incident Management System (NIMS). The position task book is used by the authority
having jurisdiction to certify that the person to whom the task book belongs meets the standards
recommended by the National (NIMS) Integration Center (NIC).

Each PTB lists the performance requirements (tasks) for the specific position in a format that allows
a trainee to be evaluated against written guidelines. Successful performance of all tasks, as
observed and recorded by an evaluator, will result in a recommendation that the trainee be certified
in that position. Evaluation and confirmation of the individual’s performance of all the tasks may
involve more than one evaluator and can occur on incidents, in classroom simulation, and in other
work situations. Designated PTBs require position performance during which the majority of
required tasks are demonstrated on a single incident. It is important that performance be critically
evaluated and accurately recorded by each evaluator. All tasks must be evaluated. All bullet
statements within a task that require an action (contain an action verb) must be demonstrated before
that task can be signed off.

A brief list of responsibilities also appears below.
RESPONSIBILITIES:

1. The Agency Management is responsible for:
e Selecting trainees based on the needs of their organization or area Incident Management
Teams.
e Providing opportunities for evaluation and/or making the trainee available for evaluation.

2. The Individual is responsible for:
e Reviewing and understanding instructions in the PTB.
e ldentifying desired objectives/goals.
e Providing background information to an evaluator.
e Satisfactorily demonstrating completion of all tasks for an assigned position within three
years.
Assuring the evaluation record is complete.
e Notifying the local agency head when the PTB is completed, and obtaining their signature
recommending certification.
e Keeping the original PTB in personal records.

3. The Evaluator is responsible for:

e Being qualified and proficient in the position being evaluated.

e Meeting with the trainee and determining past experience, current qualifications, and desired
objectives/goals.

e Reviewing tasks with the trainee.

e Explaining to the trainee the evaluation procedures that will be utilized and which objectives
may be attained.

e ldentifying tasks to be performed during the evaluation period.

6/15/2009 4 of 23





All-Hazard Finance/Administration Section Chief June 15, 2009

Accurately evaluating and recording demonstrated performance of tasks. Dating and
initialing completion of the task shall document satisfactory performance. Unsatisfactory
performance shall be documented in the Evaluation Record.

Completing the Evaluation Record found at the end of each PTB.

4. The Final Evaluator is responsible for signing the verification statement inside the front cover
of the PTB when all tasks have been initialed.

5. The Agency Head or designee is responsible for:

Issuing the PTB to document task performance.

Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s
responsibilities.

Tracking progress of the trainee.

Identifying incident evaluation opportunities.

Identifying and assigning an evaluator that can provide a positive experience for the trainee,
and make an accurate and honest appraisal of the trainee’s performance.

Documenting the assignment.

Conducting progress reviews.

Conducting a closeout interview with the trainee and evaluator and assuring that
documentation is proper and complete.
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All-Hazard Finance/Administration Section Chief June 15, 2009

Competency 1: Assume position responsibilities

Description: Successfully assume role of Finance/Administration Section Chief and initiate position
activities at the appropriate time according to the following behaviors.

Behavior 1: Ensure readiness for assignment.

TASK CODE" | EVALUATION | EVALUATOR
RECORD #

1. Obtain and assemble information and materials needed
for kit. Kit will be assembled and prepared prior to 0]
receiving an assignment. Kit will contain essential items
needed for the assignment and items needed for
functioning. Kit will be easily transportable and within
agency weight limitation. The basic information and
materials needed may include, but is not limited to, any
of the following:

Reference Material

o References appropriate for the incident type and
agencies involved.

e PMS 410-1, Fireline Handbook.

o Field Operations Guide ICS 420-1Agency
specific policies and procedures.

e Acceptable Union Agreements

e ICS Finance/Administration Section Position
Manual, ICS 224.

e IMT contact information.

e |ICS 213, General Message.

e ICS 214, Unit Log.

e  Minimum supply of forms appropriate to the
finance/administration section.

e Agency specific forms.

Supplies

e Office supplies appropriate to the
finance/administration section.

Code: O= task can be completed in any situation (classroom, simulation, incident, daily job, etc.)
= task must be performed on an incident
R = rare event — the evaluation assignment may not provide opportunities to demonstrate performance. The evaluator may
be able to determine skills/knowledge through interview or the home office may need to arrange for another
assignment or a simulation.
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All-Hazard Finance/Administration Section Chief June 15, 2009

Behavior 2: Ensure readiness of self and subordinates [crew] for assignment.

TASK CODE | EVALUATION | EVALUATOR
RECORD #

1. Arrive properly equipped at incident assigned |
location within acceptable time limits.

2. Check in according to agency guidelines. |

Behavior 3: Ensure availability, qualifications, and capabilities of resources to complete
assignment.

TASK CODE | EVALUATION | EVALUATOR
RECORD #

1. Identify units within the section to be activated and
order resources required for section operation. |

2. ldentify work space requirements and determine
locations. |

Behavior 4: Gather, update, and apply situational information relevant to the assignment.

TASK CODE | EVALUATION | EVALUATOR
RECORD #

1. Obtain complete information from dispatch upon
activation.

e Incident name. I
Incident order number.
Request number.
Reporting location.
Reporting time.
Transportation arrangements/travel routes.
Contact procedures during travel
(telephone/radio).

Code: O= task can be completed in any situation (classroom, simulation, incident, daily job, etc.)
= task must be performed on an incident
R = rare event — the evaluation assignment may not provide opportunities to demonstrate performance. The evaluator may
be able to determine skills/knowledge through interview or the home office may need to arrange for another
assignment or a simulation.
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All-Hazard Finance/Administration Section Chief June 15, 2009

2. Gather information necessary to assess incident

assignment and determine immediate needs and actions. |
¢ Incident Commander’s name and agency address.

Type of incident.

Current resource commitments.

Current situation.

Expected duration of assignment.

Terrain.

Weather.

3. Attend Agency Administrator or outgoing Incident
Commander briefing. Obtain available incident
information and incident agency guidelines and policies: I

e Obtain a copy of Delegation of Authority as
necessary.

e Obtain names, contact numbers, and
positions/functions of cooperating/assisting
agencies.

e Complete checklist for takeover of large
incidents.

4. Obtain briefing from Incident Commander. May be
one-on-one or in an Incident Management Team (IMT) |
meeting.

e Receive Incident Commander's priorities, goals
and objectives for the IMT and management of
the incident.

o Obtain initial instructions concerning
Finance/Administration Section priorities.

o Receive expected timeframes for briefings,
planning meetings, and team meetings.

5. Collect information from outgoing
Finance/Administration Section Chief, outgoing Incident |
Commander or other personnel responsible for incident
prior to your arrival.
e Obtain status of incident and assigned
resources.
e Obtain status of existing
Finance/Administration Section.
e Order necessary personnel and equipment.

Code: O= task can be completed in any situation (classroom, simulation, incident, daily job, etc.)
= task must be performed on an incident
= rare event — the evaluation assignment may not provide opportunities to demonstrate performance. The evaluator may
be able to determine skills/knowledge through interview or the home office may need to arrange for another
assignment or a simulation.
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Behavior 5: Establish effective relationships with relevant personnel.

TASK CODE | EVALUATION | EVALUATOR
RECORD #

1. Establish and maintain positive interpersonal and
interagency working relationships. I

e Local agencies.
e Hosting unit.

e Public.

e Division/Group Supervisors.
e Command and General Staff

2. Create a work environment that provides mutual
respect and equal opportunity for all personnel assigned |
to the incident.

Behavior 6: Establish organization structure, reporting procedures, and chain of command of
assigned resources.

TASK CODE | EVALUATION | EVALUATOR
RECORD #

1. Plan and activate the section. I

o |dentify units within the section to be activated

and order resources required for section
operation.

e Identify work space requirements and determine
locations.

o Brief unit leaders including summary of incident,
current activity, and anticipated section activity
for individual unit planning.

« Provide initial operating instructions to
section personnel, including safety and
security concerns and expectations.

Code: O= task can be completed in any situation (classroom, simulation, incident, daily job, etc.)
= task must be performed on an incident
R = rare event — the evaluation assignment may not provide opportunities to demonstrate performance. The evaluator may
be able to determine skills/knowledge through interview or the home office may need to arrange for another
assignment or a simulation.
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Behavior 7: Understand and comply with ICS concepts and principles.

TASK CODE | EVALUATION | EVALUATOR
RECORD #

1. Maintain appropriate span of control. |

2. Demonstrate knowledge of ICS structure, principles, |
positions, and ICS forms.

3. Understand scope, roles, responsibilities, jurisdiction, |
and authority of responder agencies.

4. Assure execution of appropriate administrative |
requirements (to include documentation, ICS forms,
personnel and equipment time records, performance
ratings).

Code: O= task can be completed in any situation (classroom, simulation, incident, daily job, etc.)
= task must be performed on an incident
= rare event — the evaluation assignment may not provide opportunities to demonstrate performance. The evaluator may
be able to determine skills/knowledge through interview or the home office may need to arrange for another
assignment or a simulation.
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Competency 2: Lead assigned personnel

Description: Influence, guide, and direct assigned personnel to accomplish objectives and desired
outcomes in a rapidly changing, high-risk environment.

Behavior 1: Model leadership principles of Duty, Respect and Integrity.

TASK CODE | EVALUATION | EVALUATOR
RECORD #

1. Exhibit principles of duty. I
e Be proficient in your job, both technically and as
a leader.
e Make sound and timely decisions.
o Ensure that tasks are understood, supervised and
accomplished.
e Develop your subordinates for the future.

2. Exhibit principles of respect. I
e Know your subordinates and look out for their
well-being.
o Keep your subordinates informed.
Build the team.
e Employ your subordinates in accordance with
their capabilities.

3. Exhibit principles of integrity. I
e Know yourself and seek improvement.
o Seek responsibility and accept responsibility for
your actions.
e Set the example.

Behavior 2: Ensure the safety, welfare, and accountability of assigned personnel.

TASK CODE | EVALUATION | EVALUATOR
RECORD #

1. Recognize potentially hazardous situations. |

2. Inform subordinates of hazards. |

3. Control positions and function of resources. |

4. Ensure that special precautions are taken when |
extraordinary hazards exist.

5. Ensure adequate rest is provided to all unit personnel. I

Code: O= task can be completed in any situation (classroom, simulation, incident, daily job, etc.)
1= task must be performed on an incident
R = rare event — the evaluation assignment may not provide opportunities to demonstrate performance. The evaluator may
be able to determine skills/knowledge through interview or the home office may need to arrange for another
assignment or a simulation.
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Behavior 3: Establish work assignments and performance expectations, monitor performance,
and provide feedback.

TASK CODE | EVALUATION | EVALUATOR
RECORD #

1. Provide initial operating instructions to section )
personnel.

2. Perform the duties of a Time Unit Leader according to I
the most current version of the Field Operations Guide

(ICS 420-1).
e Ensure proper equipment and personnel time
recording.

e Manage commissary operations (if needed).

3. Perform the duties of a Procurement Unit Leader I

according to the most current version of the Field

Operations Guide (ICS 420-1).

o Administer all financial matters pertaining to vendor
contracts, leases, and fiscal agreements.

4. Perform the duties of a Compensation and Claims |

Unit Leader according to the most current version of the

Field Operations Guide (ICS 420-1).

e Manage administrative matters pertaining to
compensation for injury and other claims-related
activities (other than injury) for an incident.

5. Perform the duties of a Cost Unit Leader according to |

the most current version of the Field Operations Guide

(ICS 420-1).

e Collect all cost data.

o Perform cost effectiveness analyses.

e Provide cost estimates and cost saving
recommendations for the incident.

6. Establish, monitor, and adjust performance |
expectations of subordinates.

7. Communicate deficiencies immediately and take |
corrective action.

8. Reinforce acceptable performance. |

9. Identify training needs and provide opportunities for |
training.

Code: O= task can be completed in any situation (classroom, simulation, incident, daily job, etc.)
= task must be performed on an incident
R = rare event — the evaluation assignment may not provide opportunities to demonstrate performance. The evaluator may
be able to determine skills/knowledge through interview or the home office may need to arrange for another
assignment or a simulation.
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10. Ensure that performance ratings are completed as I
required by the incident or agency policy.

Behavior 4: Emphasize teamwork.

TASK CODE | EVALUATION | EVALUATOR
RECORD #

1. Ensure interaction occurs among |
finance/administration units.

Behavior 5: Coordinate interdependent activities.

TASK CODE | EVALUATION | EVALUATOR
RECORD #

1. Interact and coordinate with all command and general
staff. Receive and provide current information. 0)

o Claims and potential claims.

e Injury information.

o  Work/rest guidelines.

o Pay issues.

e Commissary.

e Procurement.
2. Coordinate with subordinates and provide Planning )
Section Chief a list of excess personnel and other
resources.

Code: O= task can be completed in any situation (classroom, simulation, incident, daily job, etc.)
= task must be performed on an incident
R = rare event — the evaluation assignment may not provide opportunities to demonstrate performance. The evaluator may
be able to determine skills/knowledge through interview or the home office may need to arrange for another
assignment or a simulation.
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Competency 3: Communicate effectively

Description: Use suitable communication techniques to share relevant information with
appropriate personnel on a timely basis to accomplish objectives in a rapidly changing, high risk
environment.

Behavior 1: Ensure all relevant information is exchanged during check-in, briefings and
debriefings.

TASK CODE | EVALUATION | EVALUATOR
RECORD #

1. Attend Agency Administrator or outgoing Incident
Commander briefing. Obtain available incident |
information and incident agency guidelines and policies:

e Obtain a copy of the Delegation of Authority if
required.

e Obtain names, contact numbers, and
positions/functions of cooperating/assisting
agencies.

o Complete checklist for takeover of large
incidents.

2. Obtain briefing from Incident Commander. May be
one-on-one or in an Incident Management Team (IMT) |
meeting.

e Receive Incident Commander's priorities, goals
and objectives for the IMT and management of
the incident.

e Obtain initial instructions concerning
Finance/Administration Section priorities.

o Receive expected timeframes for briefings,
planning meetings, and team meetings.

3. Brief unit leaders on current and anticipated activity. @)
4. Provide daily or operational period briefings to section (@)
personnel.

5. Participate in the operational period briefing, @)
emphasizing the needs of the Finance/Administration

Section.

6. Update Incident Commander on current )

accomplishments and/or problems.

7. Brief staff on demobilization responsibilities. |

Code: O= task can be completed in any situation (classroom, simulation, incident, daily job, etc.)
= task must be performed on an incident
R = rare event — the evaluation assignment may not provide opportunities to demonstrate performance. The evaluator may
be able to determine skills/knowledge through interview or the home office may need to arrange for another
assignment or a simulation.
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8. Participate in IMT debriefing with the Agency |
Administrator.

9. Participate in the closeout session with agency |
administrative staff.

10. Brief replacement if necessary. |

11. Participate in after-incident review per agency policy. |

Behavior 2: Ensure documentation is complete and disposition is appropriate.

TASK CODE | EVALUATION | EVALUATOR
RECORD #

1. Ensure reports and forms are complete, accurate and |
timely. Check periodically.

2. Maintain Unit Log, ICS 214. |

3. Ensure all financial documents are completed and

submitted in a timely manner. |
e Pay documents.

Injury reports.

Procurement documents.

Property damage reports.

Commissary accountability.

Claim documents.

4. Consolidate incident finance package.

5. Transfer incident finance package to responsible
agency or person. |

Code: O= task can be completed in any situation (classroom, simulation, incident, daily job, etc.)
= task must be performed on an incident
R = rare event — the evaluation assignment may not provide opportunities to demonstrate performance. The evaluator may
be able to determine skills/knowledge through interview or the home office may need to arrange for another
assignment or a simulation.
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Behavior 3: Gather, produce and distribute information as required by established guidelines
and ensure understanding by recipient.

TASK CODE | EVALUATION | EVALUATOR
RECORD #

1. Evaluate and share pertinent information for the |
section with IMT members which may affect incident
management.
o Potential and existing problems, especially in
areas of injury compensation, pay, claims, and
procurement.

2. Provide financial summary information on current I
incident operations.

Behavior 4: Communicate and assure understanding of work expectations within the chain of
command and across functional areas.

TASK CODE | EVALUATION | EVALUATOR
RECORD #

1. Evaluate and share with incident management team |
members, all information for your section and what is
anticipated for incident operations based on expected
duration, size, type of incident, potential values to be
protected, and jurisdictional involvement.

Behavior 5: Develop and implement plans and gain concurrence of affected agencies and the
public.

TASK CODE | EVALUATION | EVALUATOR
RECORD #

1. Develop and implement a section operating plan.

Consider the following: 9]
e Size and complexity of incident.

Incident agency policies and procedures.

Section timeframes and schedules.

Job performance expectations.

Incident finance package requirements.

2. Participate in preparation and review of IAP. |
e Provide cost analysis data on incident operations.
e Advise on current capabilities and limitations.

Code: O= task can be completed in any situation (classroom, simulation, incident, daily job, etc.)
1= task must be performed on an incident
R = rare event — the evaluation assignment may not provide opportunities to demonstrate performance. The evaluator may
be able to determine skills/knowledge through interview or the home office may need to arrange for another
assignment or a simulation.
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o Determine additional resources needed.
o Discuss long range plans and identify potential or
future requirements.

3. Assist in development and approval of Incident
Demobilization Plan. |
e Provide input to Demobilization Plan.

Lead times.

Payment team needs.

Commissary cut-off.

Identify high-cost resources.

Equipment release considerations.
Coordinate with local agency concerning
functional demobilization procedures.

Code: O= task can be completed in any situation (classroom, simulation, incident, daily job, etc.)
= task must be performed on an incident
= rare event — the evaluation assignment may not provide opportunities to demonstrate performance. The evaluator may
be able to determine skills/knowledge through interview or the home office may need to arrange for another
assignment or a simulation.
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Competency 4: Ensure completion of assigned actions to meet identified
objectives

Description: Identify, analyze, and apply relevant situational information and evaluate actions to
complete assignments safely and meet identified objectives. Complete actions within established
timeframe.

Behavior 1: Administer and/or apply agency policy, contracts and agreements.

TASK CODE | EVALUATION | EVALUATOR
RECORD #

1. Review contracts, memoranda of understanding and |
cooperative agreements to ascertain their impact and
application.

Behavior 2: Gather, analyze, and validate information pertinent to the incident or event and
make recommendations for setting priorities.

TASK CODE | EVALUATION | EVALUATOR
RECORD #

1. Monitor section activities against Incident Action Plan |
(IAP) and adjust priorities accordingly.

Behavior 3: Make appropriate decisions based on analysis of gathered information.

TASK CODE | EVALUATION | EVALUATOR
RECORD #

1. Personally review finance data to ensure spending |
within limits and contractual obligations are being met.

2. Periodically evaluate section resource status and |
needs to determine if resource assignments are
appropriate.
e Determine kind and number of resources required
to complete work.
e Assign resources as appropriate.

Code: O= task can be completed in any situation (classroom, simulation, incident, daily job, etc.)
= task must be performed on an incident
R = rare event — the evaluation assignment may not provide opportunities to demonstrate performance. The evaluator may
be able to determine skills/knowledge through interview or the home office may need to arrange for another
assignment or a simulation.
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Behavior 4: Utilize information to produce outputs.

TASK CODE | EVALUATION | EVALUATOR
RECORD #

1. Ensure preparation of timely financial and
administrative reports to enable IC to respond |
appropriately.

Behavior 5: Take appropriate action based on assessed risks.

TASK CODE | EVALUATION | EVALUATOR
RECORD #

1. Ensure completion of cost analysis data on alternative
control operations as required. |

Behavior 6: Modify approach based on evaluation of incident situation.

TASK CODE | EVALUATION | EVALUATOR
RECORD #

1. Monitor section activities against Incident Action
Plan (IAP) and adjust priorities accordingly. |

Behavior 7: Plan for demobilization and ensure demobilization procedures are followed.

TASK CODE | EVALUATION | EVALUATOR
RECORD #

1. Consider demobilization needs throughout the |
incident.
o Reassign personnel within section as appropriate.

2. Implement Demobilization Plan. I

o Brief staff on demobilization responsibilities.

o Identify excess section resources. Coordinate
with subordinates and provide Planning Section
Chief a list of excess personnel and other
resources.

o Ensure all financial documents are completed and
submitted in a timely manner.
- Pay documents.
- Injury reports.

Code: O= task can be completed in any situation (classroom, simulation, incident, daily job, etc.)
= task must be performed on an incident
R = rare event — the evaluation assignment may not provide opportunities to demonstrate performance. The evaluator may
be able to determine skills/knowledge through interview or the home office may need to arrange for another
assignment or a simulation.
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Procurement documents.

Property damage reports.

Commissary accountability.

Claim documents.

e Consolidate incident finance package.

e Ensure incident and agency demobilization
procedures are followed.

3. Transfer incident finance package to responsible I
agency or person.

Behavior 8: Transfer position duties while ensuring continuity of authority and knowledge
and taking into account the increasing or decreasing incident complexity.

TASK CODE | EVALUATION | EVALUATOR
RECORD #

1. Assist in development, approval and implementation
of transfer of command when incident |
escalates/deescalates.

2. Monitor and document progress towards incident |
objectives and prepare for transition.

3. Determine with replacement time of transfer. |

4. Communicate transfer of command to operations and (@)
command staff.

5. If necessary, coordinate with agencies about transfer |
of command back to local jurisdiction.

Code: O= task can be completed in any situation (classroom, simulation, incident, daily job, etc.)
= task must be performed on an incident
= rare event — the evaluation assignment may not provide opportunities to demonstrate performance. The evaluator may
be able to determine skills/knowledge through interview or the home office may need to arrange for another
assignment or a simulation.
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INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD

There are four separate blocks allowing evaluations to be made. These evaluations may be made on
incidents, simulations in classroom, or in daily duties, depending on what the position task book indicates.
This should be sufficient for qualification in the position if the individual is adequately prepared. If
additional blocks are needed, a page can be copied from a blank task book and attached.

COMPLETE THESE ITEMS AT THE START OF THE EVALUATION PERIOD:

Evaluator’s name, incident/office title, and agency: List the name of the Evaluator, his/her incident
position or office title, and agency.

Evaluator’s home unit address and phone: Self-explanatory

#: The number next to the evaluator’s name in the upper left corner of the evaluation record identifies a
particular incident or group of incidents. This number should be placed in the column labeled “Evaluation
Record #” on the PTB for each task performed satisfactorily. This number will enable reviewers of the
completed PTB to ascertain the qualifications of the different evaluators prior to making the appropriate sign-
off on the PTB.

Location of Incident/Simulation: ldentify the location where the tasks were performed by agency and
office.

Incident Kind: Enter kind of incident; e.g., hazmat, wildland fire, structural fire, search and rescue, flood,
tornado, etc.

COMPLETE THESE ITEMS AT THE END OF THE EVALUATION PERIOD:

Number and Type of Resources: Enter the number of resources and types assigned to the incident pertinent
to the Trainee’s task book position.

Duration: Enter inclusive dates during which the Trainee was evaluated. This block may indicate a span of
time covering several small and similar incidents if the Trainee has been evaluated on that basis; e.g., several
initial attack wildfires in similar fuel types.

Recommendation: Check as appropriate and/or make comments regarding the future needs for development
of this trainee.

Date: List the date the record is being completed.

Evaluator’s initials: Initial here to authenticate your recommendations and to allow for comparison with
initials in the PTB.

Evaluator’s relevant certification: List your certification relevant to the Trainee position you supervised.
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Evaluation Record

TRAINEE NAME TRAINEE POSITION

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

Evaluator’s home unit address & phone:

Name and Location Incident Kind Number & Type of Duration
of Incident or (hazmat, tornado, flood, Resources (inclusive dates
Situation structural fire, wildfire, Pertinent to in trainee status)
(agency & area) search & rescue, etc.) Trainee’s Position
to

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above named
Trainee. | 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:

Date: Evaluator’s initials:

Evaluator’s relevant agency certification or rating:

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

Evaluator’s home unit address & phone:

Name and Location Incident Kind Number & Type of Duration
of Incident or (hazmat, tornado, flood, Resources (inclusive dates
Situation structural fire, wildfire, Pertinent to in trainee status)
(agency & area) search & rescue, etc.) Trainee’s Position
to

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above named
Trainee. | 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:

Date: Evaluator’s initials:

Evaluator’s relevant agency certification or rating:
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Evaluation Record
(Continuation Sheet)

TRAINEE NAME TRAINEE POSITION

#3 | Evaluator’s name:

June 15, 2009

Incident/office title & agency:

Evaluator’s home unit address & phone:

Name and Location
of Incident or
Situation
(agency & area)

Incident Kind
(hazmat, tornado, flood,
structural fire, wildfire,

search & rescue, etc.)

Number & Type of
Resources
Pertinent to

Trainee’s Position

Duration
(inclusive dates
in trainee status)

to

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above named
Trainee. | 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.

111

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

Recommendations:

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

Date:

Evaluator’s initials:

Evaluator’s relevant agency certification or rating:

I+

4 | Evaluator’s name:
Incident/office title & agency:

Evaluator’s home unit address & phone:

Name and Location
of Incident or situation
(agency & area)

Incident Kind
(hazmat, tornado, flood,
structural fire, wildfire,

search & rescue, etc.)

Number & Type of
Resources
Pertinent to

Trainee’s Position

Duration
(inclusive dates
in trainee status)

to

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above named
Trainee. | 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.

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

Recommendations:

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

Date:

Evaluator’s initials:

Evaluator’s relevant agency certification or rating:
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EVALUATOR

DO NOT COMPLETE THIS UNLESS YOU ARE RECOMMENDING THE TRAINEE FOR CERTIFICATION

VERIFICATION/CERTIFICATION OF COMPLETED POSITION TASK BOOK FOR THE
POSITION OF

FINAL EVALUATOR’S VERIFICATION

I verify that all tasks have been performed and are documented with appropriate initials.
I also verify that
has performed as a trainee and should therefore be considered for certification in this
position.

FINAL EVALUATOR’S SIGNATURE AND DATE

EVALUATOR’S PRINTED NAME, TITLE, DUTY STATION, AND PHONE NUMBER

AGENCY HEAD RECOMMENDATION FOR CERTIFICATION

I certify that
has met all requirements for qualification in this position and | recommend that they be
certified for the position.

OFFICIAL’S SIGNATURE AND DATE

OFFICIAL’S NAME TITLE, DUTY STATION, AND PHONE NUMBER
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HISTORICAL RECOGNITION

Historical recognition is a process that provides a means by which incident management
personnel who have either:

e Documentation of previous ICS training, education, and experience in an ICS position(s); or
e Documentation of previous extensive on-the-job incident response experience,

may receive credit for that previous experience, training, or qualification(s) and be considered as
meeting the minimum requirements of this guide in the categories of:

e Education;

e Training; and

e Experience,

for an ICS position(s) until they have successfully completed the actual minimum requirements
for that position. Historical Recognition does not apply to the categories of Physical/Medical
Fitness, Currency, or certification. The minimum requirements within those categories must be
met regardless of any historical recognition process.

HISTORICAL RECOGNITION PROCESS

If an Authority Having Jurisdiction (AHJ) does not form a Qualifications Committee to assist
with the management of the overall qualifications process, AHJ’s should give strong
consideration to at least forming a committee for the purposes of reviewing and processing
applications for Historical Recognition. Because of the time commitment involved and the
potential for perceptions of favoritism and unequal treatment during the process, other ICS
qualifications processes currently used by federal and state agencies that included a historical
recognition provision used review committees to accomplish that process.

The AHJ should develop a process to provide for the following:

e Developing a method to provide for historical recognition when there is sufficient
documentation available to substantiate the experience;

e Developing a standardized method for any individual to submit documentation of the
experience and training for review by the AHJ or the appropriate review committee
established by the AHJ;

e Developing a method to determine if the previous experience or training is appropriate for
the position, keeping in mind the required criteria for the position and the competencies
necessary for safe and successful performance;

e Providing for Historical Recognition only when the individual has most recently performed
the position within the last five years;

e Requiring the individual meet all minimum requirements in this guide for a position if the
individual seeks an ICS position other than the position they were historically recognized for;

e Encouraging all individuals who are historically recognized into a position to complete the
minimum requirements for the positions within five years of being historically recognized.
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INCIDENT MANAGEMENT SYSTEM POSITION TASK BOOK

Position Task Books (PTB) were developed for designated positions as described under the
National Interagency Incident Management System (NIIMS) and have been incorporated into the
National Incident Management System (NIMS). The position task book is used by the authority
having jurisdiction to certify that the person to whom the task book belongs meets the standards
recommended by the National (NIMS) Integration Center (NIC).

Each PTB lists the performance requirements (tasks) for the specific position in a format that
allows a trainee to be evaluated against written guidelines. Successful performance of all tasks,
as observed and recorded by an evaluator, will result in a recommendation that the trainee be
certified in that position. Evaluation and confirmation of the individual’s performance of all the
tasks may involve more than one evaluator and can occur on incidents, in classroom simulation,
and in other work situations. Designated PTBs require position performance during which the
majority of required tasks are demonstrated on a single incident. It is important that performance
be critically evaluated and accurately recorded by each evaluator. All tasks must be evaluated.
All bullet statements within a task that require an action (contain an action verb) must be
demonstrated before that task can be signed off.

A brief list of responsibilities also appears below.
RESPONSIBILITIES:

1. The Agency Management is responsible for:
e Selecting trainees based on the needs of their organization or area Incident Management
Teams.
e Providing opportunities for evaluation and/or making the trainee available for evaluation.

2. The Individual is responsible for:
e Reviewing and understanding instructions in the PTB.
¢ Identifying desired objectives/goals.
e Providing background information to an evaluator.
e Satisfactorily demonstrating completion of all tasks for an assigned position within three
years.
Assuring the evaluation record is complete.
¢ Notifying the local agency head when the PTB is completed, and obtaining their
signature recommending certification.
e Keeping the original PTB in personal records.

3. The Evaluator is responsible for:
e Being qualified and proficient in the position being evaluated.
e Meeting with the trainee and determining past experience, current qualifications, and
desired objectives/goals.
e Reviewing tasks with the trainee.
e Explaining to the trainee the evaluation procedures that will be utilized and which
objectives may be attained.
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Identifying tasks to be performed during the evaluation period.

Accurately evaluating and recording demonstrated performance of tasks. Dating and
initialing completion of the task shall document satisfactory performance. Unsatisfactory
performance shall be documented in the Evaluation Record.

Completing the Evaluation Record found at the end of each PTB.

4. The Final Evaluator is responsible for signing the verification statement inside the front
cover of the PTB when all tasks have been initialed.

5. The Agency Head or designee is responsible for:

Issuing the PTB to document task performance.

Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s
responsibilities.

Tracking progress of the trainee.

Identifying incident evaluation opportunities.

Identifying and assigning an evaluator that can provide a positive experience for the
trainee, and make an accurate and honest appraisal of the trainee’s performance.
Documenting the assignment.

Conducting progress reviews.

Conducting a closeout interview with the trainee and evaluator and assuring that
documentation is proper and complete.
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Competency 1: Assume position responsibilities

Description: Successfully assume role of Incident Commander and initiate position activities at the
appropriate time according to the following behaviors.

Behavior 1: Ensure readiness for assignment.

TASK CODE | EVALUATION | EVALUATOR
RECORD #

1. Obtain and assemble information and materials @)
needed for kit. Kit will be assembled and prepared
prior to receiving an assignment. Kit will contain
critical items needed for the assignment and items
needed for functioning during the first 48 hours. Kit
will be easily transportable and within agency
weight limitation. The basic information and
materials needed may include, but is not limited to,
any of the following:

Reference Materials

e Appropriate references for the incident type and
agencies involved.

o Applicable Incident Business Management
Handbook w/supplements.

¢ Functional Guidelines relative to incident type
(e.g. ICS Incident Management Handbook, or
other functional guidelines).

o Field Operations Guide ICS 420-1.

e Incident specific reference materials; e.g., radio
frequencies, pertinent phone numbers, maps,
photos, etc.

e IMT contact information.

Forms
e ICS Form 201, Incident Briefing.
ICS Form 202, Incident Objectives.
ICS Form 204, Division Assignment.
ICS Form 213, General Message.
ICS Form 214, Unit Log.
Medical forms.
Agency specific forms appropriate to the
function.

Code: O= task can be completed in any situation (classroom, simulation, incident, daily job, etc.)
= task must be performed on an incident
R = rare event — the evaluation assignment may not provide opportunities to demonstrate performance. The evaluator may
be able to determine skills/knowledge through interview or the home office may need to arrange for another
assignment or a simulation.
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Supplies
e Communication device; e.g., radio, phone, etc.
Batteries.
Flagging.
Belt weather kit and spot weather forecast
worksheets.
First aid kit.
Calculator.
Equipment Shift Ticket book.
Individual checklists/reminders.
Pens/pencils/note paper/etc.
Office supplies appropriate to the function.

Behavior 2: Ensure availability, qualifications, and capabilities of resources to complete
assignment.

TASK CODE | EVALUATION | EVALUATOR
RECORD #

1. Identify kind, type, and number of resources required
to achieve incident objectives.
e Consider: type of incident, terrain, incident |
behavior, exposures, and level of urgency.
e Consider kinds and types of resources, resource
availability, adequate reserves and safety factors.
» Calculate an appropriate range of control forces
using agency standard guidelines and other
available methods.

2. Manage assigned aviation resources.
o Helicopter usage. R
e Fixed wing usage.
e Aviation safety and management.

Code: O= task can be completed in any situation (classroom, simulation, incident, daily job, etc.)
= task must be performed on an incident
R = rare event — the evaluation assignment may not provide opportunities to demonstrate performance. The evaluator may
be able to determine skills/knowledge through interview or the home office may need to arrange for another
assignment or a simulation.
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Behavior 3: Gather, update, and apply situational information relevant to the assignment.

TASK CODE | EVALUATION | EVALUATOR
RECORD #

1. Receive briefing from supervisor, designated officer

or dispatch. 0
e Incident name.

Incident order number.

Request number.

Reporting location.

Reporting time.

Transportation arrangements/travel routes.

Contact procedures during travel

(telephone/radio).

2. Gather information necessary to assess incident (0]

assignment and determine immediate needs and actions.
e Type of incident.

Values to be protected.

Recognize potentially hazardous situations.

Inform subordinates of hazards.

Current resource commitments and status.

Current situation.

Expected duration of assignment.

Terrain.

Weather.

Agency Administrator's briefing/other briefing

requirements (as appropriate).

Incident objectives.

e  Ordering procedures.

3. Receive briefing from Initial Response Incident

Commander (IC). @)
e Review ICS Form 201 (prepare 201 if not done

by previous IC).

Situation.

Incident objectives.

Strategy.

Hazards to incident personnel and public.

Current plan.

Method for reconnaissance.

Effectiveness of tactics.

Agencies involved.

ICS organization.

Resource summary.

Check in process.

Code: O= task can be completed in any situation (classroom, simulation, incident, daily job, etc.)
1= task must be performed on an incident
R = rare event — the evaluation assignment may not provide opportunities to demonstrate performance. The evaluator may
be able to determine skills/knowledge through interview or the home office may need to arrange for another
assignment or a simulation.
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e Radio effectiveness.
e Logistical needs.

4. Identify and negotiate key transition documents and
appropriate incident documentation 0]
e Delegation of authority.
e Transition Plan.
e Complexity Analysis.
e Incident Action Plan (IAP).

Code: O= task can be completed in any situation (classroom, simulation, incident, daily job, etc.)
= task must be performed on an incident
= rare event — the evaluation assignment may not provide opportunities to demonstrate performance. The evaluator may
be able to determine skills/knowledge through interview or the home office may need to arrange for another
assignment or a simulation.
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Behavior 4: Establish effective relationships with relevant personnel.

TASK CODE | EVALUATION | EVALUATOR
RECORD #

1. Establish and maintain positive interpersonal and |
interagency working relationships.

o Create a work environment that provides mutual
respect and equal opportunity for all personnel
assigned to incident.

e Recognize functional capabilities of cooperating
entities.

2. Manage multi-agency, multi-jurisdictional stakeholder O
relationships.

3. Coordinate with key team members inside and outside |
the ICS Organization (Command and General Staff,
Agency Administrator, EOC/MAC personnel, etc.) to
ensure all aspects of the incident objectives are
addressed.

4. Establish team roles and relationships. @)

Behavior 5: Establish organization structure, reporting procedures, and chain of command of
assigned resources.

TASK CODE | EVALUATION | EVALUATOR
RECORD #

1. Establish command presence early. |

2. Establish team roles and responsibilities. (@)

3. Establish and modify an effective ICS organization |
based upon changing incident and resource conditions.

Behavior 6: Understand and comply with ICS concepts and principles.

TASK CODE | EVALUATION | EVALUATOR
RECORD #

1. Establish credibility early. (0]

2. Establish and modify an effective ICS organization |
based upon changing incident and resource conditions.

Code: O= task can be completed in any situation (classroom, simulation, incident, daily job, etc.)
= task must be performed on an incident
R = rare event — the evaluation assignment may not provide opportunities to demonstrate performance. The evaluator may
be able to determine skills/knowledge through interview or the home office may need to arrange for another
assignment or a simulation.
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3. Recognize jurisdictional boundaries. |
e Establish unified command when appropriate.

Co-located command post.

Unified and prioritized incident objectives.

Coordinated strategy.

Single coordinated 1AP.

One Operations Section Chief (if activated).

Communications plan.

Resource ordering plan.

4. Demonstrate knowledge of ICS structure, principles, (0]
positions, ICS forms, kinds and types of resources,
resource ordering/process, and resource management.

5. Assure execution of appropriate administrative |
requirements (to include documentation, ICS forms, etc.).

6. Maintain situational awareness of the total incident |
without focusing on or performing tactical duties.

Code: O= task can be completed in any situation (classroom, simulation, incident, daily job, etc.)
= task must be performed on an incident
= rare event — the evaluation assignment may not provide opportunities to demonstrate performance. The evaluator may
be able to determine skills/knowledge through interview or the home office may need to arrange for another
assignment or a simulation.
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Competency 2: Lead assigned personnel

Description: Influence, guide, and direct assigned personnel to accomplish objectives and desired
outcomes in a rapidly changing, high-risk environment.

Behavior 1: Model leadership principles of Duty, Respect and Integrity.

TASK CODE | EVALUATION | EVALUATOR
RECORD #

1. Exhibit principles of duty. |
e Be proficient in your job, both technically and as
a leader.
e Make sound and timely decisions.
o Ensure that tasks are understood, supervised and
accomplished.
o Develop your subordinates for the future.

2. Exhibit principles of respect. |
e Know your subordinates and look out for their
well-being.
o Keep your subordinates informed.
Build the team.
e Employ your subordinates in accordance with
their capabilities.

3. Exhibit principles of integrity. |
e Know yourself and seek improvement.
o Seek responsibility and accept responsibility for
your actions.
e Set the example.

Behavior 2: Ensure the safety, welfare, and accountability of assigned personnel.

TASK CODE | EVALUATION | EVALUATOR
RECORD #

1. Implement procedures to recognize potentially |
hazardous situations.

2. Ensure subordinates are informed of hazards. |

3. Comply with agency safety requirements. |
e Ensure tactical plans are based on safety
consideration/guidelines.
e Spot check tactical operations to ensure
compliance with safety considerations.

Code: O= task can be completed in any situation (classroom, simulation, incident, daily job, etc.)
1= task must be performed on an incident
R = rare event — the evaluation assignment may not provide opportunities to demonstrate performance. The evaluator may
be able to determine skills/knowledge through interview or the home office may need to arrange for another
assignment or a simulation.
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Behavior 3: Establish work assignments and performance expectations, monitor performance,
and provide feedback.

TASK CODE | EVALUATION | EVALUATOR
RECORD #

1. Direct and coordinate incident personnel. |
e Assign responsibility for areas or functions.
e Use interim ICS positions if complexity or span
of control indicates need.
e Ensure effective use of assigned multi-agency
resources.

2. Assign resources according to incident priorities. I

3. Direct changes in personnel and resources based on I
the progression of an incident.

4. Prepare and discuss performance evaluations with 0]
subordinates.

Behavior 4: Emphasize teamwork.

TASK CODE | EVALUATION | EVALUATOR
RECORD #

1. Recognize group performance that supports the team |
meeting incident objectives.

Behavior 5: Coordinate interdependent activities.

TASK CODE | EVALUATION | EVALUATOR
RECORD #
1. Manage for logistical support needs of incident. (@]
e Food.
e Water.
o Fuel.
o Relief personnel.
e Medical.
e Transportation (Ground Support).
e Shelter (Facilities).

2. Incorporate assigned aviation resources into overall |
incident activities.

o Helicopter usage.

e Fixed wing usage.

e Auviation safety and management.

Code: O= task can be completed in any situation (classroom, simulation, incident, daily job, etc.)
= task must be performed on an incident
R = rare event — the evaluation assignment may not provide opportunities to demonstrate performance. The evaluator may
be able to determine skills/knowledge through interview or the home office may need to arrange for another
assignment or a simulation.
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Competency 3: Communicate effectively

Description: Use suitable communication techniques to share relevant information with
appropriate personnel on a timely basis to accomplish objectives in a rapidly changing, high risk
environment.

Behavior 1: Ensure all relevant information is exchanged during check-in, briefings and
debriefings.

TASK CODE | EVALUATION | EVALUATOR
RECORD #
1. Receive briefing from supervisor, designated officer 0]
or dispatch.
e Location.
e  Ownership/jurisdiction.
e Access.
e Size
¢ Incident-specific characteristics (e.g., spill size;

plume characteristics, smoke column color,
direction; fire behavior; fuels; debris field; etc.)
Terrain.

Weather

Values to be protected.

Special hazards; e.g., power lines, LPG tanks,
etc.

Resources available, committed, and ordered.
Demobilization and transition parameters.
Incident objectives.

Ordering procedures.

Code: O= task can be completed in any situation (classroom, simulation, incident, daily job, etc.)
= task must be performed on an incident
R = rare event — the evaluation assignment may not provide opportunities to demonstrate performance. The evaluator may
be able to determine skills/knowledge through interview or the home office may need to arrange for another
assignment or a simulation.
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2. Receive briefing from Initial Attack Incident (@)
Commander (1C).
e Review ICS Form 201 (prepare 201 if not done
by previous IC).
Situation.
Incident objectives.
Strategy.
Hazards to incident personnel and public.
Current plan.
Method for reconnaissance.
Effectiveness of tactics.
Agencies involved.
ICS organization.
Resource summary.
Check in process.
Radio effectiveness.
Logistical needs.

3. Brief and keep subordinates informed. Concise (@)
briefing includes:
e Incident objectives and strategy.
Tactics.
Hazards.
Values to be protected.
Safety considerations.
Factors affecting incident operations.
Organization.
Resources in reserve.
Radio frequencies.

4. Report to the supervisor, designated officer or (@)
dispatch.
o Existing situation.

e Strategy and tactics.
o Need for additional resources.
e Values to be protected.
e Incident reporting location.
5. Brief and provide complete and accurate records to (@)

relief when appropriate.

6. Brief and submit a complete incident documentation |
package to supervisor, designated officer or dispatch at
end of incident action.

Code: O= task can be completed in any situation (classroom, simulation, incident, daily job, etc.)
= task must be performed on an incident
= rare event — the evaluation assignment may not provide opportunities to demonstrate performance. The evaluator may
be able to determine skills/knowledge through interview or the home office may need to arrange for another
assignment or a simulation.

6/15/2009 Page 15 of 27





All-Hazard Incident Commander June 15, 2009

7. Lead an after-action review to share findings and |
recommendations with appropriate personnel using an
objective delivery format.

Behavior 2: Ensure documentation is complete and disposition is appropriate.

TASK CODE | EVALUATION | EVALUATOR
RECORD #

1. Initiate and maintain ICS Form 201 until IAP is 0]
developed and briefed.

e Incident objectives and strategy.
Changes in incident situation.
Tactical decisions.

Resource summary.
Organization.

Sketch map.

Safety issues and hazards.

2. Record and maintain essential information. |
Incident objectives and strategy.
Changes in situation.

Changes in strategy and tactics.
Property loss or damaged.
Resource summary.
Organization.

Sketch map.

3. Maintain adequate records as to events, use of |
personnel, equipment and supplies, and other data for
incident management needs.
e |ICS Form 201.
IAP when written.
Property loss/damage report.
Rental agreements.
Time sheets.
Accident forms.
Equipment time reports.
Agency-required incident reports.

Code: O= task can be completed in any situation (classroom, simulation, incident, daily job, etc.)
= task must be performed on an incident
R = rare event — the evaluation assignment may not provide opportunities to demonstrate performance. The evaluator may
be able to determine skills/knowledge through interview or the home office may need to arrange for another
assignment or a simulation.
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Behavior 3: Gather, produce and distribute information as required by established guidelines
and ensure understanding by recipient.

TASK CODE | EVALUATION | EVALUATOR
RECORD #

1. Ensure command and general staff receive 0
information necessary to perform their jobs and
ensure they understand what to do with the
information.

Behavior 4: Communicate and assure understanding of work expectations within the chain of
command and across functional areas.

TASK CODE | EVALUATION | EVALUATOR
RECORD #
1. Advise subordinates of changes in incident strategy 0]
and tactics based on changing conditions.

Behavior 5: Develop and implement plans and gain concurrence of affected agencies and the
public.

TASK CODE | EVALUATION | EVALUATOR
RECORD #

1. Develop a written Incident Action Plan for next (@)
operational period including:

e Analyze alternate strategies (explain decision).

o Validate or revise incident objectives.

e Strategy and alternate strategy.

e Tactical direction to contain incident and to

protect values.

e Safety information covering LCES principles,
known hazards, and importance of all safety
principles.

Coordinated sequence of events.
ICS organization.

Resource assignments.

Reserve resources.

Immediate support needs.

All appropriate attachments.

Code: O= task can be completed in any situation (classroom, simulation, incident, daily job, etc.)
= task must be performed on an incident
R = rare event — the evaluation assignment may not provide opportunities to demonstrate performance. The evaluator may
be able to determine skills/knowledge through interview or the home office may need to arrange for another
assignment or a simulation.
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2. Develop other plans such as, but not limited to: 0

e Contingency plans.

e Media and public information plans.

e Long term plans (exit strategy or incident
completion strategy).

e Incident Emergency Plans (incident within an
incident).

e Mitigation/treatment plan.

e Demobilization plan.

Code: O= task can be completed in any situation (classroom, simulation, incident, daily job, etc.)
= task must be performed on an incident
= rare event — the evaluation assignment may not provide opportunities to demonstrate performance. The evaluator may
be able to determine skills/knowledge through interview or the home office may need to arrange for another
assignment or a simulation.
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Competency 4: Ensure completion of assigned actions to meet identified
objectives

Description: Identify, analyze, and apply relevant situational information and evaluate actions to
complete assignments safely and meet identified objectives. Complete actions within established
timeframe.

Behavior 1: Administer and/or apply agency policy, contracts, and agreements.

TASK CODE | EVALUATION | EVALUATOR
RECORD #

1. Ensure all applicable agencies’ policies, contracts, |
and agreements are followed.
o Federal/tribal/state/territorial/regional/local
relationships (as appropriate).
¢ Roles and responsibilities of potential responder
agencies.
e Scope, jurisdiction, and authority of potential
responder agencies.

Behavior 2: Gather, analyze, and validate information pertinent to the incident or event and
make recommendations for setting priorities.

TASK CODE | EVALUATION | EVALUATOR
RECORD #

1. ldentify kind, type, and number of resources required |
to achieve incident objectives.
o Consider: type of incident, terrain, incident
behavior, exposures, and level of urgency.
e Consider kinds and types of resources, resource
availability, adequate reserves and safety factors.
o Calculate an appropriate range of control forces
using agency standard guidelines and other
available methods.

Code: O= task can be completed in any situation (classroom, simulation, incident, daily job, etc.)
= task must be performed on an incident
R = rare event — the evaluation assignment may not provide opportunities to demonstrate performance. The evaluator may
be able to determine skills/knowledge through interview or the home office may need to arrange for another
assignment or a simulation.
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2. Review, validate, and modify Incident Action Plan |
(IAP).

e Analyze alternate strategies (explain decision).

o Validate or revise incident objectives.

e Strategy and alternate strategy.

e Tactical direction to contain incident and to

protect values.

e Safety information covering LCES principles,
known hazards, and importance of all safety
principles.

Coordinated sequence of events.
ICS organization.

Resource assignments.

Reserve resources.

Immediate support needs.

3. Analyze situation to determine necessary changes. I
e Predicted rate of spread (e.g., of spill,

contamination, fire, etc.).

Hazards.

Reconnaissance.

Objectives.

Access/egress.

Values to be protected.

Evacuation/sheltering potential.

Check-in process.

Communications.

ICS organization.

Tactical coordination.

Fuels, weather, and topography.

Resource fatigue.

Logistical considerations.

Jurisdictional responsibilities.

Span of control.

4. Monitor the weather and other environmental factors |
to anticipate changes that may affect the incident.
e Request spot forecasts as needed.
e Communicate weather to subordinates.

5. Evaluate progress. |
o Evaluate incident complexity.
e Monitor tactical operations.
e Compare actual progress to planned tactics.
e Decide if plan will accomplish incident
objectives.

Code: O= task can be completed in any situation (classroom, simulation, incident, daily job, etc.)
1= task must be performed on an incident
R = rare event — the evaluation assignment may not provide opportunities to demonstrate performance. The evaluator may
be able to determine skills/knowledge through interview or the home office may need to arrange for another
assignment or a simulation.
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Behavior 3: Prepare clear and concise assessments regarding hazards, fire behavior, weather,
and other relevant events.

TASK CODE | EVALUATION | EVALUATOR
RECORD #

1. Ensure that assessments of key incident parameters |
provide actionable information to staff.

Behavior 4: Make appropriate decisions based on analysis of gathered information.

TASK CODE | EVALUATION | EVALUATOR
RECORD #

1. Decide if plan will accomplish incident objectives. |

2. Recognize when the incident expands beyond 0]
extended attack capabilities. Determine if incident
complexity exceeds IC’s skill level.
¢ Maintain safety, communications, and control of
extended attack resources and incoming
resources.
¢ Notify supervisor, designated officer or dispatch.
e Determine suppression priorities with designated
officer or supervisor for interim period until
relieved by incoming IC.

3. Determine when incident objectives are met. |

Behavior 5: Take appropriate action based on assessed risks.

TASK CODE | EVALUATION | EVALUATOR
RECORD #

1. Evaluate or establish ICP location. (0]

2. Establish unified command when appropriate. |

3. Take necessary precautions to ensure the values to be I
protected and control measures are secured.

4. Multi-task effectively. (@)

5. Demonstrate ongoing awareness of environment, I
recognize changing incident complexity, and take
appropriate action.
o Complete a complexity analysis, revise as
necessary, act on results when appropriate, and
provide results to appropriate individuals.

Code: O= task can be completed in any situation (classroom, simulation, incident, daily job, etc.)
1= task must be performed on an incident
R = rare event — the evaluation assignment may not provide opportunities to demonstrate performance. The evaluator may
be able to determine skills/knowledge through interview or the home office may need to arrange for another
assignment or a simulation.
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Behavior 6: Modify approach based on evaluation of incident situation.

TASK CODE | EVALUATION | EVALUATOR
RECORD #

1. Review, validate, and modify Incident Action Plan |
(1AP).

e Analyze alternate strategies (explain decision).

e Validate or revise incident objectives.

e Strategy and alternate strategy.

e Tactical direction to contain the incident and to

protect values.

o Safety information covering LCES principles,
known hazards, and importance of all safety
principles.

Coordinated sequence of events.
ICS organization.

Resource assignments.

Reserve resources.

Immediate support needs.

2. Adjust incident strategy and tactics to meet changing |
conditions.
e Assign resources according to incident priorities.
e Change tactics where needed.
e Advise subordinates of changes.

3. Adapt to expanding boundaries when incident |
escalates and maintain incident control.
o If the incident expands, notify supervisor,
designated officer or dispatch and coordinate
request per local ordering protocol.

4. Validate and revise incident objectives, advise |
subordinates of changes.

5. Demonstrate ongoing awareness of environment, |
recognize changing incident complexity, and take
appropriate action.
e Complete a complexity analysis, revise as
necessary, act on results when appropriate, and
provide results to appropriate individuals.

Code: O= task can be completed in any situation (classroom, simulation, incident, daily job, etc.)
= task must be performed on an incident
= rare event — the evaluation assignment may not provide opportunities to demonstrate performance. The evaluator may
be able to determine skills/knowledge through interview or the home office may need to arrange for another
assignment or a simulation.
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Behavior 7: Anticipate, recognize and mitigate unsafe situations.

TASK CODE | EVALUATION | EVALUATOR
RECORD #
1. Ensure that everyone incorporates safety into their (0]
job responsibilities and activities.

Behavior 8: Ensure operations consider socio-economic, political, and cultural aspects.

TASK CODE | EVALUATION | EVALUATOR
RECORD #

1. Recognize and protect resources of natural and cultural (@]
significance.
e Utilize resource advisors as appropriate.

Behavior 9: Plan for demobilization and ensure demobilization procedures are followed.

TASK CODE | EVALUATION | EVALUATOR
RECORD #

1. Consider demobilization and/or transition early |
enough during the incident so that an adequate
Demobilization/Transition Plan is in place prior to the
actual need to release resources or escalate the incident.

2. Demobilize incident resources by predetermined (@)
priorities or as work progress dictates.

Behavior 10: Transfer position duties while ensuring continuity of authority and knowledge
and taking into account the increasing or decreasing incident complexity.

TASK CODE | EVALUATION | EVALUATOR
RECORD #

1. Consider demobilization and/or transition early |
enough during the incident so that an adequate
Demobilization/Transition Plan is in place prior to the
actual need to release resources or escalate the incident.

2. Ensure development, approval and implementation of I
transfer of command when incident escalates/deescalates.

3. Monitor and document progress towards incident |
objectives and prepare for transition.

4. Determine with replacement time of transfer. |

Code: O= task can be completed in any situation (classroom, simulation, incident, daily job, etc.)
= task must be performed on an incident
R = rare event — the evaluation assignment may not provide opportunities to demonstrate performance. The evaluator may
be able to determine skills/knowledge through interview or the home office may need to arrange for another
assignment or a simulation.

6/15/2009 Page 23 of 27





All-Hazard Incident Commander June 15, 2009

5. Communicate transfer of command to operations and |
command staff.

6. If necessary, coordinate with agencies about transfer |
of command back to local jurisdiction.

7. During transition, participate in IMT in-brief or |
provide field briefing to IMT Command and General staff
personnel.

Code: O= task can be completed in any situation (classroom, simulation, incident, daily job, etc.)
= task must be performed on an incident
= rare event — the evaluation assignment may not provide opportunities to demonstrate performance. The evaluator may
be able to determine skills/knowledge through interview or the home office may need to arrange for another
assignment or a simulation.
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INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD

There are four separate blocks allowing evaluations to be made. These evaluations may be made on
incidents, simulations in classroom, or in daily duties, depending on what the position task book indicates.
This should be sufficient for qualification in the position if the individual is adequately prepared. If
additional blocks are needed, a page can be copied from a blank task book and attached.

COMPLETE THESE ITEMS AT THE START OF THE EVALUATION PERIOD:

Evaluator’s name, incident/office title, and agency: List the name of the Evaluator, his/her incident
position or office title, and agency.

Evaluator’s home unit address and phone: Self-explanatory

#: The number next to the evaluator’s name in the upper left corner of the evaluation record identifies a
particular incident or group of incidents. This number should be placed in the column labeled “Evaluation
Record #” on the PTB for each task performed satisfactorily. This number will enable reviewers of the
completed PTB to ascertain the qualifications of the different evaluators prior to making the appropriate sign-
off on the PTB.

Location of Incident/Simulation: ldentify the location where the tasks were performed by agency and
office.

Incident Kind: Enter kind of incident; e.g., hazmat, wildland fire, structural fire, search and rescue, flood,
tornado, etc.

COMPLETE THESE ITEMS AT THE END OF THE EVALUATION PERIOD:

Number and Type of Resources: Enter the number of resources and types assigned to the incident pertinent
to the Trainee’s task book position.

Duration: Enter inclusive dates during which the Trainee was evaluated. This block may indicate a span of
time covering several small and similar incidents if the Trainee has been evaluated on that basis; e.g., several
initial attack wildfires in similar fuel types.

Recommendation: Check as appropriate and/or make comments regarding the future needs for development
of this trainee.

Date: List the date the record is being completed.

Evaluator’s initials: Initial here to authenticate your recommendations and to allow for comparison with
initials in the PTB.

Evaluator’s relevant certification: List your certification relevant to the Trainee position you supervised.

6/15/2009 Page 25 of 27





All-Hazard Incident Commander June 15, 2009

Evaluation Record

TRAINEE NAME TRAINEE POSITION

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

Evaluator’s home unit address & phone:

Name and Location
of Incident or
Situation
(agency & area)

Incident Kind
(hazmat, tornado,
flood, structural fire,
wildfire, search &
rescue, etc.)

Number & Type of
Resources
Pertinent to

Trainee’s Position

Duration
(inclusive dates
in trainee status)

to

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above named
Trainee. | 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:

Date:

Evaluator’s initials:

Evaluator’s relevant agency certification or rating:

T

2 | Evaluator’s name:
Incident/office title & agency:

Evaluator’s home unit address & phone:

Name and Location
of Incident or
Situation
(agency & area)

Incident Kind
(hazmat, tornado,
flood, structural fire,
wildfire, search &
rescue, etc.)

Number & Type of
Resources
Pertinent to

Trainee’s Position

Duration
(inclusive dates
in trainee status)

to

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above named
Trainee. | 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:

Date:

Evaluator’s initials:

Evaluator’s relevant agency certification or rating:
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Evaluation Record
(Continuation Sheet)

TRAINEE NAME TRAINEE POSITION

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

Evaluator’s home unit address & phone:

Name and Location Incident Kind Number & Type of Duration
of Incident or (hazmat, tornado, flood, Resources (inclusive dates
Situation structural fire, wildfire, Pertinent to in trainee status)
(agency & area) search & rescue, etc.) Trainee’s Position
to

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above named
Trainee. | 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:

Date: Evaluator’s initials:
Evaluator’s relevant agency certification or rating:

=

4 Evaluator’s name:
Incident/office title & agency:

Evaluator’s home unit address & phone:

Name and Location Incident Kind Number & Type of Duration
of Incident or situation | (hazmat, tornado, flood, Resources (inclusive dates
(agency & area) structural fire, wildfire, Pertinent to in trainee status)
search & rescue, etc.) Trainee’s Position
to

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above named
Trainee. | 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:

Date: Evaluator’s initials:
Evaluator’s relevant agency certification or rating:
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EVALUATOR

DO NOT COMPLETE THIS UNLESS YOU ARE RECOMMENDING THE TRAINEE FOR CERTIFICATION

VERIFICATION/CERTIFICATION OF COMPLETED POSITION TASK BOOK FOR THE
POSITION OF

FINAL EVALUATOR’S VERIFICATION

I verify that all tasks have been performed and are documented with appropriate initials.
I also verify that
has performed as a trainee and should therefore be considered for certification in this
position.

FINAL EVALUATOR’S SIGNATURE AND DATE

EVALUATOR’S PRINTED NAME, TITLE, DUTY STATION, AND PHONE NUMBER

AGENCY HEAD RECOMMENDATION FOR CERTIFICATION

| certify that
has met all requirements for qualification in this position and | recommend that they be
certified for the position.

OFFICIAL’S SIGNATURE AND DATE

OFFICIAL’S NAME TITLE, DUTY STATION, AND PHONE NUMBER
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HISTORICAL RECOGNITION

Historical recognition is a process that provides a means by which incident management
personnel who have either:

e Documentation of previous ICS training, education, and experience in an ICS position(s); or
e Documentation of previous extensive on-the-job incident response experience,

may receive credit for that previous experience, training, or qualification(s) and be considered as
meeting the minimum requirements of this guide in the categories of:

e Education;

e Training; and

e Experience,

for an ICS position(s) until they have successfully completed the actual minimum requirements
for that position. Historical Recognition does not apply to the categories of Physical/Medical
Fitness, Currency, or certification. The minimum requirements within those categories must be
met regardless of any historical recognition process.

HISTORICAL RECOGNITION PROCESS

If an Authority Having Jurisdiction (AHJ) does not form a Qualifications Committee to assist
with the management of the overall qualifications process, AHJ’s should give strong
consideration to at least forming a committee for the purposes of reviewing and processing
applications for Historical Recognition. Because of the time commitment involved and the
potential for perceptions of favoritism and unequal treatment during the process, other ICS
qualifications processes currently used by federal and state agencies that included a historical
recognition provision used review committees to accomplish that process.

The AHJ should develop a process to provide for the following:

e Developing a method to provide for historical recognition when there is sufficient
documentation available to substantiate the experience;

e Developing a standardized method for any individual to submit documentation of the
experience and training for review by the AHJ or the appropriate review committee
established by the AHJ;

e Developing a method to determine if the previous experience or training is appropriate for
the position, keeping in mind the required criteria for the position and the competencies
necessary for safe and successful performance;

e Providing for Historical Recognition only when the individual has most recently performed
the position within the last five years;

e Requiring the individual meet all minimum requirements in this guide for a position if the
individual seeks an ICS position other than the position they were historically recognized for;

e Encouraging all individuals who are historically recognized into a position to complete the
minimum requirements for the positions within five years of being historically recognized.

6/15/2009 Page 3 of 20





All-Hazard Liaison Officer June 15, 2009

INCIDENT MANAGEMENT SYSTEM POSITION TASK BOOK

Position Task Books (PTB) were developed for designated positions as described under the
National Interagency Incident Management System (NIIMS) and have been incorporated into the
National Incident Management System (NIMS). The position task book is used by the authority
having jurisdiction to certify that the person to whom the task book belongs meets the standards
recommended by the National (NIMS) Integration Center (NIC).

Each PTB lists the performance requirements (tasks) for the specific position in a format that
allows a trainee to be evaluated against written guidelines. Successful performance of all tasks,
as observed and recorded by an evaluator, will result in a recommendation that the trainee be
certified in that position. Evaluation and confirmation of the individual’s performance of all the
tasks may involve more than one evaluator and can occur on incidents, in classroom simulation,
and in other work situations. Designated PTBs require position performance during which the
majority of required tasks are demonstrated on a single incident. It is important that performance
be critically evaluated and accurately recorded by each evaluator. All tasks must be evaluated.
All bullet statements within a task that require an action (contain an action verb) must be
demonstrated before that task can be signed off.

A brief list of responsibilities also appears below.
RESPONSIBILITIES:

1. The Agency Management is responsible for:
e Selecting trainees based on the needs of their organization or area Incident Management
Teams.
e Providing opportunities for evaluation and/or making the trainee available for evaluation.

2. The Individual is responsible for:

e Reviewing and understanding instructions in the PTB.

e ldentifying desired objectives/goals.

e Providing background information to an evaluator.

e Satisfactorily demonstrating completion of all tasks for an assigned position within three
years.

e Assuring the evaluation record is complete.

e Notifying the local agency head when the PTB is completed, and obtaining their
signature recommending certification.

e Keeping the original PTB in personal records.

3. The Evaluator is responsible for:
e Being qualified and proficient in the position being evaluated.
e Meeting with the trainee and determining past experience, current qualifications, and
desired objectives/goals.
e Reviewing tasks with the trainee.
e Explaining to the trainee the evaluation procedures that will be utilized and which
objectives may be attained.

6/15/2009 Page 4 of 20





All-Hazard Liaison Officer June 15, 2009

e ldentifying tasks to be performed during the evaluation period.

e Accurately evaluating and recording demonstrated performance of tasks. Dating and
initialing completion of the task shall document satisfactory performance. Unsatisfactory
performance shall be documented in the Evaluation Record.

e Completing the Evaluation Record found at the end of each PTB.

4. The Final Evaluator is responsible for signing the verification statement inside the front
cover of the PTB when all tasks have been initialed.

5. The Agency Head or designee is responsible for:

e Issuing the PTB to document task performance.

e Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s
responsibilities.

e Tracking progress of the trainee.

e Identifying incident evaluation opportunities.

e Identifying and assigning an evaluator that can provide a positive experience for the
trainee, and make an accurate and honest appraisal of the trainee’s performance.

e Documenting the assignment.

e Conducting progress reviews.

e Conducting a closeout interview with the trainee and evaluator and assuring that
documentation is proper and complete.
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Competency 1: Assume position responsibilities

Description: Successfully assume role of Liaison Officer and initiate position activities at the
appropriate time according to the following behaviors.

Behavior 1: Ensure readiness for assignment.

TASK CODE | EVALUATION | EVALUATOR
RECORD #

1. Obtain and assemble information and materials O
needed for kit. Kit will be assembled and prepared prior
to receiving an assignment. Kit will contain critical items
needed for the assignment and items needed for
functioning during the first 48 hours. Kit will be easily
transportable and within agency weight limitation. The
basic information and materials needed may include, but
is not limited to, any of the following:

Reference Materials
o Appropriate references for the incident (e.g., PMS
410-1, Fireline Handbook).
¢ ICS 420-1, Field Operations Guide.
e Position Manual- for the Liaison Officer.
¢ Individual checklists/reminders.

Forms
¢ ICS Form 213, General Message.
¢ ICS Form 214, Unit Log.
o Agency specific forms appropriate to the function.

Supplies
o Office supplies appropriate to the function.

Behavior 2: Ensure readiness of self and subordinates [crew] for assignment.

TASK CODE | EVALUATION | EVALUATOR
RECORD #

1. Arrive properly equipped at incident assigned location |
within acceptable time limits.

2. Check in according to agency guidelines. I

Code: O= task can be completed in any situation (classroom, simulation, incident, daily job, etc.)
= task must be performed on an incident
R = rare event — the evaluation assignment may not provide opportunities to demonstrate performance. The evaluator may
be able to determine skills/knowledge through interview or the home office may need to arrange for another
assignment or a simulation.
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Behavior 3: Ensure availability, qualifications, and capabilities of resources to complete
assignment.

TASK

CODE

EVALUATION
RECORD #

EVALUATOR

1. Establish a work location within the first operational
period following check in.

Work location must be:

- Visible.

- ldentifiable.

- Inclose proximity to the Planning Section.

- Have adequate space for two to four persons.

Coordinate bulletin board posting of agency
information.

2. Ensure sufficient personnel and resources to
accomplish information exchange.

3. If needed, obtain Assistant(s) for the liaison staff to
complete required duties..

Behavior 4: Gather, update, and apply situational information relevant to the assignment.

TASK

CODE

EVALUATION
RECORD #

EVALUATOR

1. Obtain complete information from dispatch upon
activation.

Incident name.

Incident order number.

Request number.

Reporting location.

Reporting time.

Transportation arrangements/travel routes.
Contact procedures during travel
(telephone/radio).

Code: O=

R =

= task must be performed on an incident

task can be completed in any situation (classroom, simulation, incident, daily job, etc.)

rare event — the evaluation assignment may not provide opportunities to demonstrate performance. The evaluator may

be able to determine skills/knowledge through interview or the home office may need to arrange for another

assignment or a simulation.
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2. Gather information necessary to assess incident |

assignment and determine immediate needs and actions.
e Incident Commander’s/supervisor’s name and

location; make contact.

Type of incident.

Current resource commitments.

Current situation.

Expected duration of assignment.

3. Assemble incident information for use in briefings |
and filling requests.
e Within the first operational period after check in,
obtain incident information from the Incident
Commander, Resources Unit and Situation Unit.

e Update incident information by the beginning of
each operational period.

4. Assemble agency information for use in answering I
requests and resolving problems.
e Obtain assisting, cooperating and non-

governmental agency information that includes:
- Contact persons (Agency Representatives).
- Radio frequencies.
- Phone and pager numbers.
- Cooperative agreements.
- Equipment type.
- Number of personnel.
- Condition of equipment and personnel.
- Agency constraints or limitations.

Behavior 5: Establish effective relationships with relevant personnel.

TASK CODE | EVALUATION | EVALUATOR
RECORD #

1. Establish and maintain positive interpersonal and |
interagency working relationships.

2. Create a work environment that provides diversity |
and equal opportunity for all personnel assigned to the
incident.

Code: O= task can be completed in any situation (classroom, simulation, incident, daily job, etc.)
= task must be performed on an incident
= rare event — the evaluation assignment may not provide opportunities to demonstrate performance. The evaluator may
be able to determine skills/knowledge through interview or the home office may need to arrange for another
assignment or a simulation.
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Behavior 6: Establish organization structure, reporting procedures, and chain of command of
assigned resources.

TASK CODE | EVALUATION | EVALUATOR
RECORD #

1. Supervise liaison staff as needed, based on changes in |
incident situation and resource status.
e Ensure that priorities are communicated and
understood.
o Ensure that safety procedures are maintained.
Ensure effective use and coordination of all
assigned resources.

Behavior 7: Understand and comply with ICS concepts and principles.

TASK CODE | EVALUATION | EVALUATOR
RECORD #

1. Maintain appropriate span of control. |

2. Demonstrate knowledge of ICS structure, principles, |
positions, and ICS forms.

Code: O= task can be completed in any situation (classroom, simulation, incident, daily job, etc.)
= task must be performed on an incident
R = rare event — the evaluation assignment may not provide opportunities to demonstrate performance. The evaluator may
be able to determine skills/knowledge through interview or the home office may need to arrange for another
assignment or a simulation.
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Description: Influence, guide, and direct assigned personnel to accomplish objectives and desired

outcomes in a rapidly changing, high-risk environment.

Behavior 1: Model leadership principles of Duty, Respect and Integrity.

TASK CODE | EVALUATION | EVALUATOR
RECORD #
1. Exhibit principles of duty. |
e Be proficient in your job, both technically and as
a leader.
e Make sound and timely decisions.
o Ensure that tasks are understood, supervised and
accomplished.
o Develop your subordinates for the future.
2. Exhibit principles of respect. |
e Know your subordinates and look out for their
well-being.
Keep your subordinates informed.
e Build the team.
Employ your subordinates in accordance with
their capabilities.
3. Exhibit principles of integrity. |
o Know yourself and seek improvement.
o Seek responsibility and accept responsibility for
your actions.
o Set the example.
4. Use diplomacy to resolve concerns related to multi- |
agency involvement.
Code: O= task can be completed in any situation (classroom, simulation, incident, daily job, etc.)
= task must be performed on an incident
R = rare event — the evaluation assignment may not provide opportunities to demonstrate performance. The evaluator may

be able to determine skills/knowledge through interview or the home office may need to arrange for another

assignment or a simulation.
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Behavior 2: Ensure the safety, welfare, and accountability of assigned personnel.

TASK CODE | EVALUATION | EVALUATOR
RECORD #

1. Recognize potentially hazardous situations. I

2. Inform subordinates of hazards. |

3. Ensure that special precautions are taken when I
extraordinary hazards exist.

4. Ensure adequate rest is provided to all liaison staff. I

Behavior 3: Establish work assignments and performance expectations, monitor performance,
and provide feedback.

TASK CODE | EVALUATION | EVALUATOR
RECORD #

1. Brief and keep subordinates informed and updated. |

2. Establish time frames and schedules. |

3. Assign and monitor work assignments. |

4. Provide counseling and discipline as needed. |

5. Ensure that performance ratings are completed as |
required by the Incident Commander/Agency
Administrator.

Behavior 4: Emphasize teamwork.

TASK CODE | EVALUATION | EVALUATOR
RECORD #

1. Identify and emphasize the achievement of group |
goals.

Code: O= task can be completed in any situation (classroom, simulation, incident, daily job, etc.)
= task must be performed on an incident
R = rare event — the evaluation assignment may not provide opportunities to demonstrate performance. The evaluator may
be able to determine skills/knowledge through interview or the home office may need to arrange for another
assignment or a simulation.
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Behavior 5: Coordinate interdependent activities.

TASK CODE | EVALUATION | EVALUATOR
RECORD #
1. Interact and coordinate with all Command and General |
Staff.
e Receive and transmit current and accurate

information.

Code: O= task can be completed in any situation (classroom, simulation, incident, daily job, etc.)
= task must be performed on an incident
= rare event — the evaluation assignment may not provide opportunities to demonstrate performance. The evaluator may
be able to determine skills/knowledge through interview or the home office may need to arrange for another
assignment or a simulation.
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Competency 3: Communicate effectively

Description: Use suitable communication techniques to share relevant information with
appropriate personnel on a timely basis to accomplish objectives in a rapidly changing, high risk
environment.

Behavior 1: Ensure all relevant information is exchanged during check-in, briefings and
debriefings.

TASK CODE | EVALUATION | EVALUATOR
RECORD #

1. Within the first operational period after check in, |
obtain incident information from the Incident
Commander, resource unit and situation unit.

2. Attend incident planning meetings. Provide assisting |
and cooperating agency input as necessary.

3. Conduct briefings at predetermined times and locations |
with assisting, cooperating and non-governmental
agencies prior to each operational period.

4. Provide assisting and cooperating agencies’ input to |
the planning process.

Behavior 2: Ensure documentation is complete and disposition is appropriate.

TASK CODE | EVALUATION | EVALUATOR
RECORD #

1. Complete ICS Form 214 for each operational period. |

2. Record demobilization issues. |

3. File all records with documentation unit during |
demobilization.

Code: O= task can be completed in any situation (classroom, simulation, incident, daily job, etc.)
= task must be performed on an incident
R = rare event — the evaluation assignment may not provide opportunities to demonstrate performance. The evaluator may
be able to determine skills/knowledge through interview or the home office may need to arrange for another
assignment or a simulation.
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Behavior 3: Gather, produce and distribute information as required by established guidelines
and ensure understanding by recipient.

TASK CODE | EVALUATION | EVALUATOR
RECORD #

1. Keep cooperating and assisting agencies informed of |
planning actions.

e Conduct briefings prior to each operational
period.

e |f necessary, conduct briefing with Agency
Representatives prior to the Planning Meeting,
following the Planning Meeting, or following any
change in the Incident Action Plan (IAP).

e Supply a copy of the Incident Action Plan to
Agency Representatives.

2. Respond to requests for information and resolve |
problems.

o Fulfill request for information concerning any
cooperating or assisting agencies in a timely
manner.

e Follow up on all requests and problems to ensure
their completion within the work period
following their initiation.

e Problems or requests that remain incomplete after
follow-up should be addressed at the next
planning meeting.

e Advise the Incident Commander of any political
or stakeholder concerns related to multi-agency
involvement.

3. Supply cooperating and assisting agencies with |
demobilization information at least one operational
period prior to demobilization.

Behavior 4: Communicate and assure understanding of work expectations within the chain of
command and across functional areas.

TASK CODE | EVALUATION | EVALUATOR
RECORD #

1. Ensure that subordinates understand their roles and |
responsibilities for carrying out the safety mission during
the incident.

Code: O= task can be completed in any situation (classroom, simulation, incident, daily job, etc.)
= task must be performed on an incident
R = rare event — the evaluation assignment may not provide opportunities to demonstrate performance. The evaluator may
be able to determine skills/knowledge through interview or the home office may need to arrange for another
assignment or a simulation.
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2. Ensure incident management team members are aware |
of the safety-related aspects of their jobs and undertake
their job responsibilities in a safe manner based on
expected duration, size, type of incident, potential values
to be protected, and jurisdictional involvement.

Code: O= task can be completed in any situation (classroom, simulation, incident, daily job, etc.)
= task must be performed on an incident
= rare event — the evaluation assignment may not provide opportunities to demonstrate performance. The evaluator may
be able to determine skills/knowledge through interview or the home office may need to arrange for another
assignment or a simulation.
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Competency 4: Ensure completion of assigned actions to meet identified
objectives

Description: Identify, analyze, and apply relevant situational information and evaluate actions to
complete assignments safely and meet identified objectives. Complete actions within established
timeframe.

Behavior 1: Gather, analyze, and validate information pertinent to the incident or event and
make recommendations for setting priorities.

TASK CODE | EVALUATION | EVALUATOR
RECORD #

1. Update incident information by the beginning of each |
operational period.

Behavior 2: Modify approach based on evaluation of incident situation.

TASK CODE | EVALUATION | EVALUATOR
RECORD #

1. Respond to requests for information and resolve |
problems.

o Fulfill request for information concerning any
cooperating or assisting agencies in a timely
manner.

o Follow up on all requests and problems to ensure
their completion within the work period
following their initiation.

e Problems or requests that remain incomplete after
follow-up should be addressed at the next
planning meeting.

e Advise the Incident Commander of any political
or stakeholder concerns related to multi-agency
involvement.

Behavior 3: Plan for demobilization and ensure demobilization procedures are followed.

TASK CODE | EVALUATION | EVALUATOR
RECORD #

1. Meet with agencies and gather information on |
personnel and equipment priorities prior to
demobilization.

Code: O= task can be completed in any situation (classroom, simulation, incident, daily job, etc.)
= task must be performed on an incident
R = rare event — the evaluation assignment may not provide opportunities to demonstrate performance. The evaluator may
be able to determine skills/knowledge through interview or the home office may need to arrange for another
assignment or a simulation.
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2. Provide assisting and cooperating agencies’ input to |
the demobilization process.
e Attend demobilization meeting
e Supply cooperating and assisting agencies with
demobilization information at least one
operational period prior to demobilization.
e Record demobilization issues.
File all records with the Documentation Unit.
o Complete demobilization process.

Behavior 8: Transfer position duties while ensuring continuity of authority and knowledge
and taking into account the increasing or decreasing incident complexity.

TASK CODE | EVALUATION | EVALUATOR
RECORD #

1. Determine time of transfer, with Incident Commander |
and your replacement.

2. Communicate transfer of Liaison duties to Command I
and General Staff, and assisting and cooperating agency
representatives.

3. If necessary, coordinate with agencies about transfer |
of command back to local jurisdiction.

Code: O= task can be completed in any situation (classroom, simulation, incident, daily job, etc.)
= task must be performed on an incident
= rare event — the evaluation assignment may not provide opportunities to demonstrate performance. The evaluator may
be able to determine skills/knowledge through interview or the home office may need to arrange for another
assignment or a simulation.
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INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD

There are four separate blocks allowing evaluations to be made. These evaluations may be made on
incidents, simulations in classroom, or in daily duties, depending on what the position task book indicates.
This should be sufficient for qualification in the position if the individual is adequately prepared. If
additional blocks are needed, a page can be copied from a blank task book and attached.

COMPLETE THESE ITEMS AT THE START OF THE EVALUATION PERIOD:

Evaluator’s name, incident/office title, and agency: List the name of the Evaluator, his/her incident
position or office title, and agency.

Evaluator’s home unit address and phone: Self-explanatory

#: The number next to the evaluator’s name in the upper left corner of the evaluation record identifies a
particular incident or group of incidents. This number should be placed in the column labeled “Evaluation
Record #” on the PTB for each task performed satisfactorily. This number will enable reviewers of the
completed PTB to ascertain the qualifications of the different evaluators prior to making the appropriate sign-
off on the PTB.

Location of Incident/Simulation: ldentify the location where the tasks were performed by agency and
office.

Incident Kind: Enter kind of incident; e.g., hazmat, wildland fire, structural fire, search and rescue, flood,
tornado, etc.

COMPLETE THESE ITEMS AT THE END OF THE EVALUATION PERIOD:

Number and Type of Resources: Enter the number of resources and types assigned to the incident pertinent
to the Trainee’s task book position.

Duration: Enter inclusive dates during which the Trainee was evaluated. This block may indicate a span of
time covering several small and similar incidents if the Trainee has been evaluated on that basis; e.g., several
initial attack wildfires in similar fuel types.

Recommendation: Check as appropriate and/or make comments regarding the future needs for development
of this trainee.

Date: List the date the record is being completed.

Evaluator’s initials: Initial here to authenticate your recommendations and to allow for comparison with
initials in the PTB.

Evaluator’s relevant certification: List your certification relevant to the Trainee position you supervised.
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Evaluation Record

TRAINEE NAME TRAINEE POSITION

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

Evaluator’s home unit address & phone:

Name and Location Incident Kind Number & Type of Duration
of Incident or (hazmat, tornado, flood, Resources (inclusive dates
Situation structural fire, wildfire, Pertinent to in trainee status)
(agency & area) search & rescue, etc.) Trainee’s Position
to

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above named
Trainee. | 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:

Date: Evaluator’s initials:

Evaluator’s relevant agency certification or rating:

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

Evaluator’s home unit address & phone:

Name and Location Incident Kind Number & Type of Duration
of Incident or (hazmat, tornado, flood, Resources (inclusive dates
Situation structural fire, wildfire, Pertinent to in trainee status)
(agency & area) search & rescue, etc.) Trainee’s Position
to

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above named
Trainee. | 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:

Date: Evaluator’s initials:

Evaluator’s relevant agency certification or rating:
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Evaluation Record
(Continuation Sheet)

TRAINEE NAME TRAINEE POSITION

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

Evaluator’s home unit address & phone:

Name and Location Incident Kind Number & Type of Duration
of Incident or (hazmat, tornado, flood, Resources (inclusive dates
Situation structural fire, wildfire, Pertinent to in trainee status)
(agency & area) search & rescue, etc.) Trainee’s Position
to

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above named
Trainee. | 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.

1]

Recommendations:

Date: Evaluator’s initials:

Evaluator’s relevant agency certification or rating:

4 | Evaluator’s name:
Incident/office title & agency:

I+

Evaluator’s home unit address & phone:

Name and Location Incident Kind Number & Type of Duration
of Incident or situation | (hazmat, tornado, flood, Resources (inclusive dates
(agency & area) structural fire, wildfire, Pertinent to in trainee status)
search & rescue, etc.) Trainee’s Position
to

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above named
Trainee. | 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:

Date: Evaluator’s initials:

Evaluator’s relevant agency certification or rating:
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All-Hazard Logistics Section Chief June 15, 2009

EVALUATOR

DO NOT COMPLETE THIS UNLESS YOU ARE RECOMMENDING THE TRAINEE FOR CERTIFICATION/QUALIFIED

VERIFICATION/CERTIFICATION OF COMPLETED POSITION TASK BOOK FOR THE
POSITION OF

FINAL EVALUATOR’S VERIFICATION

I verify that all tasks have been performed and are documented with appropriate initials.
I also verify that
has performed as a trainee and should therefore be considered for certification in this
position.

FINAL EVALUATOR’S SIGNATURE AND DATE

EVALUATOR’S PRINTED NAME, TITLE, DUTY STATION, AND PHONE NUMBER

AGENCY HEAD RECOMMENDATION FOR CERTIFICATION

I certify that
has met all requirements for qualification in this position and | recommend that they be
certified for the position.

OFFICIAL’S SIGNATURE AND DATE

OFFICIAL’S NAME TITLE, DUTY STATION, AND PHONE NUMBER
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HISTORICAL RECOGNITION

Historical recognition is a process that provides a means by which incident management personnel
who have either:

e Documentation of previous ICS training, education, and experience in an ICS position(s); or

e Documentation of previous extensive on-the-job incident response experience,

may receive credit for that previous experience, training, or qualification(s) and be considered as
meeting the minimum requirements of this guide in the categories of:

e Education;

e Training; and

e Experience,

for an ICS position(s) until they have successfully completed the actual minimum requirements for
that position. Historical Recognition does not apply to the categories of Physical/Medical Fitness,
Currency, or certification. The minimum requirements within those categories must be met
regardless of any historical recognition process.

HISTORICAL RECOGNITION PROCESS

If an Authority Having Jurisdiction (AHJ) does not form a Qualifications Committee to assist with
the management of the overall qualifications process, AHJ’s should give strong consideration to at
least forming a committee for the purposes of reviewing and processing applications for Historical
Recognition. Because of the time commitment involved and the potential for perceptions of
favoritism and unequal treatment during the process, other ICS qualifications processes currently
used by federal and state agencies that included a historical recognition provision used review
committees to accomplish that process.

The AHJ should develop a process to provide for the following:

e Developing a method to provide for historical recognition when there is sufficient
documentation available to substantiate the experience;

e Developing a standardized method for any individual to submit documentation of the
experience and training for review by the AHJ or the appropriate review committee established
by the AHJ;

e Developing a method to determine if the previous experience or training is appropriate for the
position, keeping in mind the required criteria for the position and the competencies necessary
for safe and successful performance;

e Providing for Historical Recognition only when the individual has most recently performed the
position within the last five years;

e Requiring the individual meet all minimum requirements in this guide for a position if the
individual seeks an ICS position other than the position they were historically recognized for;

e Encouraging all individuals who are historically recognized into a position to complete the
minimum requirements for the positions within five years of being historically recognized.
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INCIDENT MANAGEMENT SYSTEM POSITION TASK BOOK

Position Task Books (PTB) were developed for designated positions as described under the
National Interagency Incident Management System (NIIMS) and have been incorporated into the
National Incident Management System (NIMS). The position task book is used by the authority
having jurisdiction to certify that the person to whom the task book belongs meets the standards
recommended by the National (NIMS) Integration Center (NIC).

Each PTB lists the performance requirements (tasks) for the specific position in a format that
allows a trainee to be evaluated against written guidelines. Successful performance of all tasks, as
observed and recorded by an evaluator, will result in a recommendation that the trainee be certified
in that position. Evaluation and confirmation of the individual’s performance of all the tasks may
involve more than one evaluator and can occur on incidents, in classroom simulation, and in other
work situations. Designated PTBs require position performance during which the majority of
required tasks are demonstrated on a single incident. It is important that performance be critically
evaluated and accurately recorded by each evaluator. All tasks must be evaluated. All bullet
statements within a task that require an action (contain an action verb) must be demonstrated
before that task can be signed off.

A brief list of responsibilities also appears below.
RESPONSIBILITIES:

1. The Agency Management is responsible for:
e Selecting trainees based on the needs of their organization or area Incident Management
Teams.
e Providing opportunities for evaluation and/or making the trainee available for evaluation.

2. The Individual is responsible for:

e Reviewing and understanding instructions in the PTB.

e ldentifying desired objectives/goals.

e Providing background information to an evaluator.

e Satisfactorily demonstrating completion of all tasks for an assigned position within three
years.

e Assuring the evaluation record is complete.

e Notifying the local agency head when the PTB is completed, and obtaining their signature
recommending certification.

e Keeping the original PTB in personal records.

3. The Evaluator is responsible for:
e Being qualified and proficient in the position being evaluated.
e Meeting with the trainee and determining past experience, current qualifications, and
desired objectives/goals.
e Reviewing tasks with the trainee.
e Explaining to the trainee the evaluation procedures that will be utilized and which
objectives may be attained.
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Identifying tasks to be performed during the evaluation period.

Accurately evaluating and recording demonstrated performance of tasks. Dating and
initialing completion of the task shall document satisfactory performance. Unsatisfactory
performance shall be documented in the Evaluation Record.

Completing the Evaluation Record found at the end of each PTB.

4. The Final Evaluator is responsible for signing the verification statement inside the front cover
of the PTB when all tasks have been initialed.

5. The Agency Head or designee is responsible for:

Issuing the PTB to document task performance.

Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s
responsibilities.

Tracking progress of the trainee.

Identifying incident evaluation opportunities.

Identifying and assigning an evaluator that can provide a positive experience for the
trainee, and make an accurate and honest appraisal of the trainee’s performance.
Documenting the assignment.

Conducting progress reviews.

Conducting a closeout interview with the trainee and evaluator and assuring that
documentation is proper and complete.

6/15/2009 Page 5 of 23





All-Hazard Logistics Section Chief

Competency 1: Assume position responsibilities

Description: Successfully assume role of Logistics Section Chief and initiate position activities at
the appropriate time according to the following behaviors.

Behavior 1: Ensure readiness for assignment.

June 15, 2009

TASK CODE | EVALUATION | EVALUATOR
RECORD #
1. Obtain and assemble information and materials
needed for kit. Kit will be assembled and prepared prior 0
to receiving an assignment. Kit will contain critical items
needed for the assignment and items needed for
functioning during the first 48 hours. Kit will be easily
transportable and within agency weight limitations. The
basic information and materials needed may include, but
is not limited to, any of the following:
Reference Materials
e Appropriate references for the incident type and
agencies involved.
o Field Operations Guide ICS 420-1.
e Position manuals for the section.
¢ Individual checklists/reminders.
e Department of Transportation Emergency
Response Guide Book, NFES 2150.
e Emergency Equipment Shift Ticket, NFES 0872.
o Crew Time Report, NFES 0891.
¢ National Mobile Food Service/Shower Contract.
e |MT contact information.
Forms
e ICS Form 205, Incident Radio Communication
Plan.
e ICS Form 206, Medical Plan.
e ICS Form 213, General Message.
e ICS Form 214, Unit Log.
e ICS Form 260-1, Resource Order Form (four
part), NFES 1470.
e Agency specific forms appropriate to the
function.
o OF-296, Vehicle/Heavy Equipment Inspection
Form, NFES 1173.
Supplies
e Pens/pencils/note paper/etc.
o Office supplies appropriate to the function.
Code: O= task can be completed in any situation (classroom, simulation, incident, daily job, etc.)
1= task must be performed on an incident
R = rare event — the evaluation assignment may not provide opportunities to demonstrate performance. The evaluator

may be able to determine skills/knowledge through interview or the home office may need to arrange for another

assignment or a simulation.
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Behavior 2: Ensure readiness of self and subordinates [crew] for assignment.

TASK CODE | EVALUATION | EVALUATOR
RECORD #

1. Arrive properly equipped at incident assigned |
location within acceptable time limits.

2. Check in according to agency guidelines.

Behavior 3: Ensure availability, qualifications, and capabilities of resources to complete
assignment.

TASK CODE | EVALUATION | EVALUATOR
RECORD #

1. ldentify units within the section to be activated and I
resources required for section operation.

2. Coordinate the order request after resources are |
identified.

3. Determine logistics section current capabilities and I
limitations.
e Ordering time line.
e Available equipment.
e Resources on hand; e.g., supplies, drivers,
personnel.
o Facilities capabilities; e.g., camps.

Behavior 4: Gather, update, and apply situational information relevant to the assignment.

TASK CODE | EVALUATION | EVALUATOR
RECORD #

1. Obtain complete information from dispatch upon (@)
activation.

e Incident name.
Incident order number.
Request number.
Reporting location.
Reporting time.
Transportation arrangements/travel routes.
Contact procedures during travel
(telephone/radio).

Code: O= task can be completed in any situation (classroom, simulation, incident, daily job, etc.)
1= task must be performed on an incident
R = rare event — the evaluation assignment may not provide opportunities to demonstrate performance. The evaluator
may be able to determine skills/knowledge through interview or the home office may need to arrange for another
assignment or a simulation.
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June 15, 2009

2. Gather information necessary to assess incident
assignment and determine immediate needs and actions.

Incident Commander’s name and agency address.
Type of incident.

Current resource commitments.

Current situation.

Expected duration of assignment.

Terrain.

Weather.

Agency Administrator's briefing/other briefing
requirements (as appropriate).

3. Obtain briefing from Agency Administrator/ outgoing
Incident Commander and gather information.

Ensure that briefings from Agency
Administrator/outgoing Incident Commander are
complete and include, as a minimum description:
Incident Objectives, ICS Form 201,
organizational structure (area command or single
organization), special considerations on the
incident, the current national situation and
Wildland Fire Situation Analysis (if wildland fire
incident).

Collect information on current resources
assigned, en route, on order, and local resource
status including initial attack/response as it
relates to the logistics section. These information
sources may include: agency dispatcher, Initial
Attack/Response Incident Commander, overhead,
resource advisor, etc.

Determine facilities established and operating.
Obtain anticipated incident duration, size, and
type.

Complete the appropriate checklist for takeover
of incidents.

4. Collect information from outgoing Logistics Section
Chief, initial Incident Commander or other personnel
responsible for incident prior to your arrival.

Obtain status of incident and assigned resources.
Obtain status of existing logistics section.
Obtain information on location situations; e.g.,
ICP/base locations, medical facilities, road
closures, camp locations, etc.

Code: O= task can be completed in any situation (classroom, simulation, incident, daily job, etc.)
= task must be performed on an incident
assignment or a simulation.
6/15/2009

= rare event — the evaluation assignment may not provide opportunities to demonstrate performance. The evaluator
may be able to determine skills/knowledge through interview or the home office may need to arrange for another
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June 15, 2009

Behavior 5: Establish effective relationships with relevant personnel.

TASK

CODE

EVALUATION
RECORD #

EVALUATOR

1. Establish and maintain positive interpersonal and
interagency working relationships.

Local agencies.

Hosting unit.

Public.

Division/Group Supervisors.
Command and General Staff

2. Create a work environment that provides mutual
respect and equal opportunity for all personnel assigned
to the incident.

Behavior 6: Establish organization structure, reporting procedures, and chain of command
of assigned resources.

TASK

CODE

EVALUATION
RECORD #

EVALUATOR

1. Plan and activate section.

Identify units within the section to be activated
and resources required for section operation.
After resources are identified, coordinate the
order request.

Identify work space requirements and determine
locations.

Brief unit leaders including summary of incident,
current activity, and anticipated section activity
for individual unit planning.

Provide initial operating instructions to section
personnel, including safety and security concerns
and expectations.

Code:

O = task can be completed in any situation (classroom, simulation, incident, daily job, etc.)

= task must be performed on an incident

R = rare event — the evaluation assignment may not provide opportunities to demonstrate performance. The evaluator
may be able to determine skills/knowledge through interview or the home office may need to arrange for another

assignment or a simulation.
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June 15, 2009

Behavior 7: Understand and comply with ICS concepts and principles.

TASK

CODE

EVALUATION
RECORD #

EVALUATOR

1. Maintain appropriate span of control.

2. Demonstrate knowledge of ICS structure, principles,
positions, and ICS forms

3. Understand scope, roles, responsibilities, jurisdiction,
and authority of responder agencies

4. Assure execution of appropriate administrative
requirements (to include documentation, ICS forms,
personnel and equipment time records, performance
ratings)

Code: O= task can be completed in any situation (classroom, simulation, incident, daily job, etc.)

1= task must be performed on an incident

= rare event — the evaluation assignment may not provide opportunities to demonstrate performance. The evaluator
may be able to determine skills/knowledge through interview or the home office may need to arrange for another

assignment or a simulation.
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Competency 2: Lead assigned personnel

Description: Influence, guide, and direct assigned personnel to accomplish objectives and
desired outcomes in a rapidly changing, high-risk environment.

Behavior 1: Model leadership principles of Duty, Respect and Integrity.

TASK CODE | EVALUATION | EVALUATOR
RECORD #

1. Exhibit principles of duty. |
e Be proficient in your job, both technically and as
a leader.
e Make sound and timely decisions.
o Ensure that tasks are understood, supervised and
accomplished.
o Develop your subordinates for the future.

2. Exhibit principles of respect. |
e Know your subordinates and look out for their
well-being.
Keep your subordinates informed.
e Build the team.
Employ your subordinates in accordance with
their capabilities.

3. Exhibit principles of integrity. |
o Know yourself and seek improvement.
e Seek responsibility and accept responsibility for
your actions.
o Set the example.

Behavior 2: Ensure the safety, welfare, and accountability of assigned personnel.

TASK CODE | EVALUATION | EVALUATOR
RECORD #

1. Recognize potentially hazardous situations. |

2. Inform subordinates of hazards. |

3. Control positions and function of resources. |

4. Ensure that special precautions are taken when |
extraordinary hazards exist.

5. Ensure adequate rest is provided to all unit personnel. |

Code: O= task can be completed in any situation (classroom, simulation, incident, daily job, etc.)
1= task must be performed on an incident
R = rare event — the evaluation assignment may not provide opportunities to demonstrate performance. The evaluator
may be able to determine skills/knowledge through interview or the home office may need to arrange for another
assignment or a simulation.
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6. Ensure hazmat regulations, other national standards, |
and protocols are met.

7. Ensure unit provides and supports a hostile free work |
environment.

8. Ensure ADA requirements are being met. |

Behavior 3: Establish work assignments and performance expectations, monitor
performance, and provide feedback.

TASK CODE | EVALUATION | EVALUATOR
RECORD #

1. Provide initial operating instructions to section @)
personnel, including safety and security concerns and
expectations.

2. Perform the duties of a Communications Unit Leader |
according to the most current version of the Field
Operatlons Guide (ICS 420-1).
Develop plans for effective use of incident
communications equipment and facilities.
e Installing and testing of communications
equipment.
o Supervision of the Incident Communications
Center.
o Distribution of communications equipment to
incident personnel.
e Maintenance and repair of communications
equipment.
e Prepare all forms and required documentation
necessary to perform this position.

3. Perform the duties of a Medical Unit Leader according |
to the most current version of the Field Operations Guide
(ICS 420-1).
e Develop the Medical Plan.
Obtain medical aid and. transportation for injured
and ill incident personnel.
Establishment of responder rehabilitation.
Preparation of reports and records.
Prepare all forms and required documentation
necessary to perform this position.

4. Perform the duties of a Food Unit Leader according to |
the most current version of the Field Operations Guide
(ICS 420-1).

e Supply food for entire incident (including remote

Code: O= task can be completed in any situation (classroom, simulation, incident, daily job, etc.)
1= task must be performed on an incident
R = rare event — the evaluation assignment may not provide opportunities to demonstrate performance. The evaluator
may be able to determine skills/knowledge through interview or the home office may need to arrange for another
assignment or a simulation.
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June 15, 2009

locations).

5. Perform the duties of a Supply Unit Leader according
to the most current version of the Field Operations Guide
(ICS 420).

Order personnel, equipment and supplies.
Receive and store all supplies for the incident.
Maintain an inventory of supplies.

Service nonexpendable supplies and equipment.
Prepare all forms and required documentation
necessary to perform this position.

6. Perform the duties of a Facilities Unit Leader
according to the most current version of the Field
Operations Guide (ICS 420-1).

e Layout and activation of incident facilities (e.g.,
ICP, base camps).
Provide sleeping and sanitation facilities.
Provide security.
General maintenance.
Prepare all forms and required documentation
necessary to perform this position.

7. Perform the duties of a Ground Support Unit Leader
according to the most current version of the Field
Operations Guide (ICS 420-1).

e Support out of service resources.

e Transportation of personnel, supplies, food, and
equipment.

e Fueling, service, maintenance, and repair of
vehicles and other ground support equipment.
Develop and implement Incident Traffic Plan.
Prepare all forms and required documentation
necessary to perform this position.

8. Establish priorities and coordinate units within the
section.

9. Communicate job performance requirements to
subordinates.

10. Continuously evaluate performance.

11. Communicate deficiencies immediately and take
corrective action.

12. ldentify training needs and provide opportunities for
training.

13. Prepare and discuss formal performance evaluation.

Code: O= task can be completed in any situation (classroom, simulation, incident, daily job, etc.)

= task must be performed on an incident

R = rare event — the evaluation assignment may not provide opportunities to demonstrate performance. The evaluator
may be able to determine skills/knowledge through interview or the home office may need to arrange for another

assignment or a simulation.
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June 15, 2009

14. Ensure that performance ratings are completed as
required by the Incident Commander/Agency
Administrator.
e Discuss ratings with individual.
e Ensure contractor/vendor evaluation is
completed.

Behavior 4: Emphasize teamwork.

TASK

CODE

EVALUATION
RECORD #

EVALUATOR

1. Ensure interaction occurs among Logistics Section
units.

Behavior 5: Coordinate interdependent activities.

TASK

CODE

EVALUATION
RECORD #

EVALUATOR

1. Interact and coordinate with all command and general
staff.
e Receive and transmit current and accurate
information.

2. Coordinate with unit leaders and provide Planning
Section Chief a list of excess personnel, contract
equipment, crews, miscellaneous personnel and other
resources. List will include:
o Namel/type.
e Quantity.
e Time/date of available release.
e Review the list daily for accuracy ensuring that
all units are demobilized in a timely and
complete manner.

Code: O= task can be completed in any situation (classroom, simulation, incident, daily job, etc.)

= task must be performed on an incident

R = rare event — the evaluation assignment may not provide opportunities to demonstrate performance. The evaluator
may be able to determine skills/knowledge through interview or the home office may need to arrange for another

assignment or a simulation.
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Competency 3: Communicate effectively

June 15, 2009

Description: Use suitable communication techniques to share relevant information with
appropriate personnel on a timely basis to accomplish objectives in a rapidly changing, high risk
environment

Behavior 1: Ensure all relevant information is exchanged during check-in, briefings and
debriefings.

TASK

CODE

EVALUATION
RECORD #

EVALUATOR

1. Obtain briefing from Agency Administrator/ outgoing
Incident Commander and gather information.

Ensure that briefings are complete and include, as
a minimum description: Incident Objectives, ICS
Form 201, organizational structure (area
command or single organization), special
considerations on the incident, and the current
national situation and Wildland Fire Situation
Analysis (if wildland fire incident).

Collect information on current resources
assigned, en route, on order, and local resource
status including initial attack as it relates to the
logistics section. These information sources may
include: agency dispatcher, Initial Attack
Incident Commander, overhead, resource
advisor, etc.

Determine facilities established and operating.
Obtain anticipated incident duration, size, and
type.

Complete the appropriate checklist for takeover
of incidents.

2. Obtain briefing from Incident Commander. May be
one-on-one or in an Incident Management Team (IMT)
meeting.

Receive Incident Commander's priorities, goals,
and objectives for the IMT.

Receive Incident Commander's priorities, goals,
and objectives for the incident.

Obtain initial instructions concerning the tasks
expected of the logistics section.

Receive expected time frames for briefings,
planning meetings, and team meetings.

rare event — the evaluation assignment may not provide opportunities to demonstrate performance. The evaluator

may be able to determine skills/knowledge through interview or the home office may need to arrange for another

Code: O= task can be completed in any situation (classroom, simulation, incident, daily job, etc.)
= task must be performed on an incident
R =
assignment or a simulation.
6/15/2009
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June 15, 2009

3. Brief unit leaders including summary of incident,
current activity, and anticipated section activity for
individual unit planning.

4. Conduct logistics section meeting and/or briefing.

e Review proposed IAP.

o |dentify possible changes by units to meet current
IAP.

e Confirm needs and requests or reassign personnel
as needed.

e Review current and future situation status,
resource status, fire behavior (wildland fire
incident), and weather forecast.

e Ensure applicable plans; e.g., medical, security,
transportation, communications, etc., are updated
and provided to plans unit.

e Ensure special instructions are included in the
IAP for the next and future operational periods.

5. Participate in the operational period briefing,
particularly emphasizing any changes from the written
IAP.

6. Update Incident Commander on current
accomplishments and/or problems.
e Verbally inform Incident Commander as soon as
possible on problems and accomplishments.

7. Debrief Agency Administrator. Debriefing may be for
a designated representative or incoming LSC.
e Participate in debriefing.

Behavior 2: Ensure documentation is complete and disposition is appropriate.

TASK CODE | EVALUATION | EVALUATOR
RECORD #
1. Complete ICS Form 214, Unit Log. (@)
e Submit completed and legible Unit Logs
containing pertinent information to the
documentation unit for each operational period.
e Document problems and accomplishments.
2. Ensure all personnel and equipment time records are @]
complete and have been submitted to the Time Unit
Leader/Equipment Time Recorder at the end of each
operational period.
Code: O= task can be completed in any situation (classroom, simulation, incident, daily job, etc.)
1= task must be performed on an incident
R = rare event — the evaluation assignment may not provide opportunities to demonstrate performance. The evaluator

may be able to determine skills/knowledge through interview or the home office may need to arrange for another

assignment or a simulation.
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June 15, 2009

3. If required, complete ICS Form 211, Demobilization
Check-Out, and turn in to the appropriate person.

4. Participate in after-incident review per agency policy.

Behavior 3: Communicate and assure understanding of work expectations within the chain

of command and across functional areas.

TASK

CODE

EVALUATION
RECORD #

EVALUATOR

1. Evaluate and share with IMT all functional
information for your section and what is anticipated for
incident operations based on expected duration, size, and
type of incident.

Behavior 4: Develop and implement plans and gain concurrence of affected agencies and

the public.
TASK CODE | EVALUATION | EVALUATOR
RECORD #
1. Participate in preparation of Incident Action Plan |
(1AP).
e Review proposed tactics for next operational
period or periods.
e Advise on current capabilities and limitations.
Determine additional resources needed.
o Discuss long range plans and identify potential or
future requirements.
o Prepare or review applicable portions of the 1AP;
e.g., Medical Plan, Security Plan, Transportation
Plan, special instructions.
2. Assist in development, approval, and implementation |
of Demobilization Plan and/or Transition Plan.
e Coordinate with the demobilization unit/Planning
Section Chief during development and
implementation of Demobilization Plan.
e Coordinate during development and
implementation with local agency concerning
functional demobilization procedures.
o Brief staff on demobilization responsibilities.
Code: O= task can be completed in any situation (classroom, simulation, incident, daily job, etc.)
= task must be performed on an incident
R = rare event — the evaluation assignment may not provide opportunities to demonstrate performance. The evaluator

may be able to determine skills/knowledge through interview or the home office may need to arrange for another

assignment or a simulation.
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Competency 4: Ensure completion of assigned actions to meet identified

objectives

Description: Identify, analyze, and apply relevant situational information and evaluate actions to
complete assignments safely and meet identified objectives. Complete actions within established

timeframe.

Behavior 1: Administer and/or apply agency policy, contracts and agreements.

TASK

CODE

EVALUATION
RECORD #

EVALUATOR

1. Act as the contractor’s authorized representative
(COR) for national contracts and/or local agency specific
contracts.
e Supervise the Contracting Officers Technical
Representative (COTR).
e Coordinate as needed with
Finance/Administration Section Chief.

Behavior 2: Gather, analyze, and validate information pertinent to the incident or event

and make recommendations for setting priorities.

TASK CODE | EVALUATION | EVALUATOR
RECORD #
1. Evaluate and monitor current situation. I
o Determine if current logistics capabilities will
meet incident objectives.
e Identify problems and concerns (evacuation,
sheltering, aviation safety, etc.) for which
logistics may be part of the solution.
e Advise Incident Commander and other
appropriate incident management team
personnel.
I
2. Anticipate and identify kind, type, and number of
resources required to achieve objectives.
e Consider incident type and complexity, kinds and
types of resources, resource availability, and
safety factors.
o  Order necessary personnel and equipment.
e Discuss long-range and contingency plans and
identify potential and future resources.
Code: O= task can be completed in any situation (classroom, simulation, incident, daily job, etc.)
= task must be performed on an incident
R = rare event — the evaluation assignment may not provide opportunities to demonstrate performance. The evaluator

may be able to determine skills/knowledge through interview or the home office may need to arrange for another

assignment or a simulation.
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Behavior 3: Make appropriate decisions based on analysis of gathered information.

TASK CODE | EVALUATION | EVALUATOR
RECORD #
1. Establish priorities and coordinate units within the |
section.
Behavior 4: Modify approach based on evaluation of incident situation.
TASK CODE | EVALUATION | EVALUATOR
RECORD #

1. Determine additional resources needed.

2. Discuss long range plans and identify potential or
future requirements

3. ldentify possible changes by unit to meet current IAP

Behavior 5: Plan for demobilization and ensure demobilization procedures are followed.

TASK

CODE

EVALUATION
RECORD #

EVALUATOR

1. Consider demobilization and/or transition early
enough during the incident so that an adequate
Demobilization/Transition Plan is in place prior to the
actual need to release resources or escalate the incident.

2. Receive demobilization/transition instructions from
the appropriate person.

o Brief subordinate staff on
demobilization/transition procedures and
responsibilities. Ensure that incident and agency
demobilization/transition procedures are
followed.

e Ifrequired, complete ICS Form 211,
Demobilization Check-Out, and turn in to the
appropriate person.

o Brief replacement if necessary.

Code: O= task can be completed in any situation (classroom, simulation, incident, daily job, etc.)

= task must be performed on an incident

R = rare event — the evaluation assignment may not provide opportunities to demonstrate performance. The evaluator
may be able to determine skills/knowledge through interview or the home office may need to arrange for another

assignment or a simulation.
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Behavior 6: Transfer position duties while ensuring continuity of authority and knowledge
and taking into account the increasing or decreasing incident complexity.

TASK CODE | EVALUATION | EVALUATOR
RECORD #

1. Consider demobilization and/or transition early |
enough during the incident so that an adequate
Demobilization/Transition Plan is in place prior to the
actual need to release resources or escalate the incident.

2. Coordinate the development, approval and I
implementation of transfer of command when incident
escalates/deescalates.

3. Monitor and document progress towards incident I
objectives and prepare for transition.

4. Determine with replacement time of transfer. |

5. Communicate transfer of command to logistics and |
command staff.

6. If necessary, coordinate with agencies about transfer I
of command back to local jurisdiction.

Code: O= task can be completed in any situation (classroom, simulation, incident, daily job, etc.)
= task must be performed on an incident
= rare event — the evaluation assignment may not provide opportunities to demonstrate performance. The evaluator
may be able to determine skills/knowledge through interview or the home office may need to arrange for another
assignment or a simulation.
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INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD

There are four separate blocks allowing evaluations to be made. These evaluations may be made on
incidents, simulations in classroom, or in daily duties, depending on what the position task book indicates.
This should be sufficient for qualification in the position if the individual is adequately prepared. If
additional blocks are needed, a page can be copied from a blank task book and attached.

COMPLETE THESE ITEMS AT THE START OF THE EVALUATION PERIOD:

Evaluator’s name, incident/office title, and agency: List the name of the Evaluator, his/her incident
position or office title, and agency.

Evaluator’s home unit address and phone: Self-explanatory

#: The number next to the evaluator’s name in the upper left corner of the evaluation record identifies a
particular incident or group of incidents. This number should be placed in the column labeled
“Evaluation Record #” on the PTB for each task performed satisfactorily. This number will enable
reviewers of the completed PTB to ascertain the qualifications of the different evaluators prior to making
the appropriate sign-off on the PTB.

Location of Incident/Simulation: lIdentify the location where the tasks were performed by agency and
office.

Incident Kind: Enter kind of incident; e.g., hazmat, wildland fire, structural fire, search and rescue,
flood, tornado, etc.

COMPLETE THESE ITEMS AT THE END OF THE EVALUATION PERIOD:

Number and Type of Resources: Enter the number of resources and types assigned to the incident
pertinent to the Trainee’s task book position.

Duration: Enter inclusive dates during which the Trainee was evaluated. This block may indicate a span
of time covering several small and similar incidents if the Trainee has been evaluated on that basis; e.g.,
several initial attack wildfires in similar fuel types.

Recommendation: Check as appropriate and/or make comments regarding the future needs for
development of this trainee.

Date: List the date the record is being completed.

Evaluator’s initials: Initial here to authenticate your recommendations and to allow for comparison with
initials in the PTB.

Evaluator’s relevant certification: List your certification relevant to the Trainee position you supervised.
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Evaluation Record

TRAINEE NAME TRAINEE POSITION

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

Evaluator’s home unit address & phone:

Name and Location Incident Kind Number & Type of Duration
of Incident or (hazmat, tornado, flood, Resources (inclusive dates
Situation structural fire, wildfire, Pertinent to in trainee status)
(agency & area) search & rescue, etc.) Trainee’s Position
to

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above named
Trainee. | 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:

Date: Evaluator’s initials:
Evaluator’s relevant agency certification or rating:

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

Evaluator’s home unit address & phone:

Name and Location Incident Kind Number & Type of Duration
of Incident or (hazmat, tornado, flood, Resources (inclusive dates
Situation structural fire, wildfire, Pertinent to in trainee status)
(agency & area) search & rescue, etc.) Trainee’s Position
to

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above named
Trainee. | 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:

Date: Evaluator’s initials:
Evaluator’s relevant agency certification or rating:
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(Continuation Sheet)

TRAINEE NAME TRAINEE POSITION

#3 | Evaluator’s name:

Incident/office title & agency:

Evaluator’s home unit address & phone:

Name and Location Incident Kind Number & Type of Duration
of Incident or (hazmat, tornado, flood, Resources (inclusive dates
Situation structural fire, wildfire, Pertinent to in trainee status)
(agency & area) search & rescue, etc.) Trainee’s Position
to

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above named

Trainee.

111

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:

June 15, 2009

Date:

Evaluator’s initials:

Evaluator’s relevant agency certification or rating:

I+

4 | Evaluator’s name:
Incident/office title & agency:

Evaluator’s home unit address & phone:

Name and Location Incident Kind Number & Type of Duration
of Incident or situation | (hazmat, tornado, flood, Resources (inclusive dates
(agency & area) structural fire, wildfire, Pertinent to in trainee status)
search & rescue, etc.) Trainee’s Position
to

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:

Date:

Evaluator’s initials:

Evaluator’s relevant agency certification or rating:
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EVALUATOR

DO NOT COMPLETE THIS UNLESS YOU ARE RECOMMENDING THE TRAINEE FOR CERTIFICATION

VERIFICATION/CERTIFICATION OF COMPLETED POSITION TASK BOOK FOR THE
POSITION OF

FINAL EVALUATOR’S VERIFICATION

I verify that all tasks have been performed and are documented with appropriate initials.
I also verify that
has performed as a trainee and should therefore be considered for certification in this
position.

FINAL EVALUATOR’S SIGNATURE AND DATE

EVALUATOR’S PRINTED NAME, TITLE, DUTY STATION, AND PHONE NUMBER

AGENCY HEAD RECOMMENDATION FOR CERTIFICATION

| certify that
has met all requirements for qualification in this position and | recommend that they be
certified for the position.

OFFICIAL’S SIGNATURE AND DATE

OFFICIAL’S NAME TITLE, DUTY STATION, AND PHONE NUMBER
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HISTORICAL RECOGNITION

Historical recognition is a process that provides a means by which incident management
personnel who have either:

e Documentation of previous ICS training, education, and experience in an ICS position(s); or
e Documentation of previous extensive on-the-job incident response experience,

may receive credit for that previous experience, training, or qualification(s) and be considered as
meeting the minimum requirements of this guide in the categories of:

e Education;

e Training; and

e Experience,

for an ICS position(s) until they have successfully completed the actual minimum requirements
for that position. Historical Recognition does not apply to the categories of Physical/Medical
Fitness, Currency, or certification. The minimum requirements within those categories must be
met regardless of any historical recognition process.

HISTORICAL RECOGNITION PROCESS

If an Authority Having Jurisdiction (AHJ) does not form a Qualifications Committee to assist
with the management of the overall qualifications process, AHJ’s should give strong
consideration to at least forming a committee for the purposes of reviewing and processing
applications for Historical Recognition. Because of the time commitment involved and the
potential for perceptions of favoritism and unequal treatment during the process, other ICS
qualifications processes currently used by federal and state agencies that included a historical
recognition provision used review committees to accomplish that process.

The AHJ should develop a process to provide for the following:

e Developing a method to provide for historical recognition when there is sufficient
documentation available to substantiate the experience;

e Developing a standardized method for any individual to submit documentation of the
experience and training for review by the AHJ or the appropriate review committee
established by the AHJ;

e Developing a method to determine if the previous experience or training is appropriate for
the position, keeping in mind the required criteria for the position and the competencies
necessary for safe and successful performance;

e Providing for Historical Recognition only when the individual has most recently performed
the position within the last five years;

e Requiring the individual meet all minimum requirements in this guide for a position if the
individual seeks an ICS position other than the position they were historically recognized for;

e Encouraging all individuals who are historically recognized into a position to complete the
minimum requirements for the positions within five years of being historically recognized.
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INCIDENT MANAGEMENT SYSTEM POSITION TASK BOOK

Position Task Books (PTB) were developed for designated positions as described under the
National Interagency Incident Management System (NIIMS) and have been incorporated into the
National Incident Management System (NIMS). The position task book is used by the authority
having jurisdiction to certify that the person to whom the task book belongs meets the standards
recommended by the National (NIMS) Integration Center (NIC).

Each PTB lists the performance requirements (tasks) for the specific position in a format that
allows a trainee to be evaluated against written guidelines. Successful performance of all tasks,
as observed and recorded by an evaluator, will result in a recommendation that the trainee be
certified in that position. Evaluation and confirmation of the individual’s performance of all the
tasks may involve more than one evaluator and can occur on incidents, in classroom simulation,
and in other work situations. Designated PTBs require position performance during which the
majority of required tasks are demonstrated on a single incident. It is important that performance
be critically evaluated and accurately recorded by each evaluator. All tasks must be evaluated.
All bullet statements within a task that require an action (contain an action verb) must be
demonstrated before that task can be signed off.

A brief list of responsibilities also appears below.
RESPONSIBILITIES:

1. The Agency Management is responsible for:
e Selecting trainees based on the needs of their organization or area Incident Management
Teams.
e Providing opportunities for evaluation and/or making the trainee available for evaluation.

2. The Individual is responsible for:

e Reviewing and understanding instructions in the PTB.

e ldentifying desired objectives/goals.

e Providing background information to an evaluator.

e Satisfactorily demonstrating completion of all tasks for an assigned position within three
years.

e Assuring the evaluation record is complete.

e Notifying the local agency head when the PTB is completed, and obtaining their
signature recommending certification.

e Keeping the original PTB in personal records.

3. The Evaluator is responsible for:
e Being qualified and proficient in the position being evaluated.
e Meeting with the trainee and determining past experience, current qualifications, and
desired objectives/goals.
e Reviewing tasks with the trainee.
e Explaining to the trainee the evaluation procedures that will be utilized and which
objectives may be attained.
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Identifying tasks to be performed during the evaluation period.

Accurately evaluating and recording demonstrated performance of tasks. Dating and
initialing completion of the task shall document satisfactory performance. Unsatisfactory
performance shall be documented in the Evaluation Record.

Completing the Evaluation Record found at the end of each PTB.

4. The Final Evaluator is responsible for signing the verification statement inside the front
cover of the PTB when all tasks have been initialed.

5. The Agency Head or designee is responsible for:

Issuing the PTB to document task performance.

Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s
responsibilities.

Tracking progress of the trainee.

Identifying incident evaluation opportunities.

Identifying and assigning an evaluator that can provide a positive experience for the
trainee, and make an accurate and honest appraisal of the trainee’s performance.
Documenting the assignment.

Conducting progress reviews.

Conducting a closeout interview with the trainee and evaluator and assuring that
documentation is proper and complete.
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Competency 1: Assume position responsibilities

Description: Successfully assume role of Operations Section Chief and initiate position activities at
the appropriate time according to the following behaviors.

Behavior 1: Ensure readiness of self and crew for assignment.

TASK CODE | EVALUATION | EVALUATOR
RECORD #

1. Obtain and assemble information and materials needed (@]
for kit. Kit will be assembled and prepared prior to
receiving am assignment. Kit will contain critical items
needed for the assignment and items needed for
functioning during the first 48 hours. Kit will be easily
transportable and within agency weight limitation. The
basic information and materials needed may include, but
is not limited to, any of the following:

Reference Materials

o References appropriate for the incident type and

agencies involved.

e Functional Guidelines relative to incident type
(e.g. ICS 410-1, Fireline Handbook, ICS Incident
Management Handbook, or other functional
guidelines).

ICS 420-1 Field Operations Guide.
OSC Position manuals.

Individual checklists/reminders.
IMT contact information.

Forms

ICS Form 213, General Message.

ICS Form 214, Unit Log.

ICS Form 215, Operation Planning Worksheet.
ICS Form 220, Air Ops Summary Worksheet.
Agency specific forms appropriate to the
function.

Supplies
e Pens/pencils/note paper/etc.
e Office supplies appropriate to the function.

2. Arrive properly equipped at incident assigned location |
within acceptable time limits.

3. Check in according to agency guidelines. |

Code: O= task can be completed in any situation (classroom, simulation, incident, daily job, etc.)
= task must be performed on an incident
R = rare event — the evaluation assignment may not provide opportunities to demonstrate performance. The evaluator may
be able to determine skills/knowledge through interview or the home office may need to arrange for another
assignment or a simulation.
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Behavior 2: Ensure availability, qualifications, and capabilities of resources to complete
assignment.

TASK

CODE

EVALUATION
RECORD #

EVALUATOR

1. ldentify kind, type and number of resources required
to achieve objectives.

Consider terrain, weather, kinds and types of
resources, resource availability and safety factors.
Calculate resources needed using mathematical
calculations (where applicable) and the intuitive
method.

2. Order necessary personnel and equipment.

Behavior 3: Gather, update, and apply situational information relevant to the assignment.

TASK

CODE

EVALUATION
RECORD #

EVALUATOR

1. Obtain complete information from dispatch upon
activation.

Incident name.

Incident order number.

Request number.

Reporting location.

Reporting time.

Transportation arrangements/travel routes.
Contact procedures during travel
(telephone/radio)

2. Gather information necessary to assess incident
assignment and determine immediate needs and actions.

Incident Commander’s name and agency address.
Type of incident.

Current resource commitments.

Current situation.

Expected duration of assignment.

Terrain.

Weather.

Code:

O = task can be completed in any situation (classroom, simulation, incident, daily job, etc.)

= task must be performed on an incident

R = rare event — the evaluation assignment may not provide opportunities to demonstrate performance. The evaluator may
be able to determine skills/knowledge through interview or the home office may need to arrange for another

assignment or a simulation.
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3. Obtain briefing from Agency Administrator/ outgoing |
Incident Commander.

e Receive Incident Commander’s ICS Form 201
(Incident Briefing). Receive special instructions.
Complete appropriate checklist for takeover of
large incidents.

4. Obtain briefing from Incident Commander (May be |
one-on-one or an Incident Management Team (IMT)
meeting.)
e Receive Incident Commander’s priorities, goals,
and objectives for the IMT.
o Receive Incident Commander’s priorities, goals,
and objectives for the incident.

5. Collect information from outgoing Operations Section |
Chief, initial Incident Commander or other personnel
responsible for incident prior to your arrival.
e Obtain status of incident and assigned
resources.
e Obtain status of existing operations section,
including air operations if applicable.
e Obtain information on special situations (urban
interface threat, hazardous materials, etc.)
e  Order necessary personnel and equipment.

Behavior 4: Establish effective relationships with relevant personnel.

TASK CODE | EVALUATION | EVALUATOR
RECORD #

1. Establish and maintain positive interpersonal and |
interagency working relationships.

e Local agencies.

Hosting unit.

Public.

Division/Group Supervisors.
Command and General Staff

2. Create a work environment that provides mutual |
respect and equal opportunity for all personnel assigned
to the incident.

Code: O= task can be completed in any situation (classroom, simulation, incident, daily job, etc.)
= task must be performed on an incident
R = rare event — the evaluation assignment may not provide opportunities to demonstrate performance. The evaluator may
be able to determine skills/knowledge through interview or the home office may need to arrange for another
assignment or a simulation.
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Behavior 5: Establish organization structure, reporting procedures, and chain of command of

assigned resources.

TASK CODE | EVALUATION | EVALUATOR
RECORD #
1. Supervise and adjust operations organization and |
tactics as needed, based on changes in incident situation
and resource status.
e Ensure that priorities and tactics are
communicated and understood throughout the
operations section.
o Ensure that safety procedures are established and
maintained throughout the operations section.
o Ensure that any changes in priorities or tactics are
communicated and understood.
e Provide for functional and geographical
supervision as needed.
e Ensure effective use and coordination of all
assigned resources.
e Maintain appropriate span of control
Establish staging areas as needed.
Behavior 6: Understand and comply with ICS concepts and principles.
TASK CODE | EVALUATION | EVALUATOR
RECORD #
1. Maintain appropriate span of control. |
2. Demonstrate knowledge of ICS structure, principles, |
positions, and ICS forms.
3. Understand scope, roles, responsibilities, jurisdiction, |
and authority of responder agencies.
4. Assure execution of appropriate administrative |
requirements (to include documentation, ICS forms,
personnel and equipment time records, performance
ratings).
Code: O= task can be completed in any situation (classroom, simulation, incident, daily job, etc.)
= task must be performed on an incident
R = rare event — the evaluation assignment may not provide opportunities to demonstrate performance. The evaluator may

be able to determine skills/knowledge through interview or the home office may need to arrange for another

assignment or a simulation.
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Competency 2: Lead assigned personnel

Description: Influence, guide, and direct assigned personnel to accomplish objectives and desired
outcomes in a rapidly changing, high-risk environment.

Behavior 1: Model leadership principles of Duty, Respect and Integrity.

TASK CODE | EVALUATION | EVALUATOR
RECORD #

1. Exhibit principles of duty. |
e Be proficient in your job, both technically and as
a leader.
e Make sound and timely decisions.
o Ensure that tasks are understood, supervised and
accomplished.
e Develop your subordinates for the future.

2. Exhibit principles of respect. |
e Know your subordinates and look out for their
well-being.
o Keep your subordinates informed.
Build the team.
e Employ your subordinates in accordance with
their capabilities.

3. Exhibit principles of integrity. |
e Know yourself and seek improvement.
o Seek responsibility and accept responsibility for
your actions.
e Set the example.

Behavior 2: Ensure the safety, welfare, and accountability of assigned personnel.

TASK CODE | EVALUATION | EVALUATOR
RECORD #

1. Recognize potentially hazardous situations. I

2. Inform subordinates of hazards. |

3. Control positions and function of resources. I

4. Ensure that special precautions are taken when I
extraordinary hazards exist.

Code: O= task can be completed in any situation (classroom, simulation, incident, daily job, etc.)
= task must be performed on an incident
R = rare event — the evaluation assignment may not provide opportunities to demonstrate performance. The evaluator may
be able to determine skills/knowledge through interview or the home office may need to arrange for another
assignment or a simulation.
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5. Ensure adequate rest is provided to all unit personnel. |

6. Provide and support a hostile-free work environment. I

7. Comply with agency safety requirements. |
e Develop tactical plans based on safety
consideration/guidelines.
e Spot check tactical operations to ensure
compliance with safety considerations.

Behavior 3: Establish work assignments and performance expectations, monitor performance,
and provide feedback.

TASK CODE | EVALUATION | EVALUATOR
RECORD #

1. Periodically evaluate resource status and tactical needs |

to determine if resource assignments are appropriate.

e Determine kind and number of resources required to
complete tactics.

e Assign single resources, task forces, or strike teams
depending on the needs of the Division/Group
Supervisors.

e Approve assembly and disassembly of strike teams
and task forces.

e Provide for functional and geographical supervision
as needed.

e Establish staging areas as needed.

2. Perform the duties of a Division or Group Supervisor |

according to the most current version of the Field

Operations Guide (ICS 420-1).

e Implement assigned portions of the IAP.

e Assign resources within the Division or Group.

e Report on the progress or control of operations.

e Report on status of resources within the Division or
Group.

3. Perform the duties of a Strike Team or Task Force |

Leader according to the most current version of the Field

Operations Guide (ICS 420-1).

o Perform tactical assignments assigned to the Strike
Team or Task Force.

e Report on work progress and status of resources.

e Maintain work records on assigned personnel.

Code: O= task can be completed in any situation (classroom, simulation, incident, daily job, etc.)
1= task must be performed on an incident
R = rare event — the evaluation assignment may not provide opportunities to demonstrate performance. The evaluator may
be able to determine skills/knowledge through interview or the home office may need to arrange for another
assignment or a simulation.
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¢ Relay important information to the supervisor.

4. Ensure that performance ratings are completed as
required by the Incident Commander/Agency
Administrator.

Behavior 4: Emphasize teamwork.

TASK CODE | EVALUATION | EVALUATOR
RECORD #
1. Establish cohesiveness among assigned resources. |
e Establish trust through open communication.
e Require commitment.
e Set expectations of accountability.
e Bring focus to the team result.
Behavior 5: Coordinate interdependent activities.
TASK CODE | EVALUATION | EVALUATOR
RECORD #
1. Interact and coordinate with all other command staff, |
general staff, and appropriate Unit Leaders.
e Receive and transmit current and accurate
information.
¢ Communicate changes to the IAP or relevant
plan.
e Inform appropriate team members of significant
changes in operations.
o Ensure that the Resources Unit Leader is advised
of all changes in status of resources assigned to
the operation. Keep status current.
e Provide Situation Unit Leader operational status
for ICS 209 (Incident Status Summary).
2. Ensure effective use and coordination of all assigned |
resources.
Code: O= task can be completed in any situation (classroom, simulation, incident, daily job, etc.)
= task must be performed on an incident
R = rare event — the evaluation assignment may not provide opportunities to demonstrate performance. The evaluator may

be able to determine skills/knowledge through interview or the home office may need to arrange for another

assignment or a simulation.
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3. Coordinate with the replacement Operations Section
Chief.
o Brief and debrief between operational periods.
o Coordinate the preparation of the next
operational period’s Incident Action Plan (1AP)
or relevant plan.

4. Coordinate with subordinates and provide Planning
Section Chief a list of excess personnel, contract
equipment, crews, miscellaneous personnel and other
resources. List will include:
¢ Kind and type.
e Quantity.
e Time/date of available release.
e Review the list daily for accuracy ensuring that
all units are demobilized in a timely and
complete manner.

5. Coordinate with local response agencies (e.g., law
enforcement, public health, etc.).
e  Secure property.
e Traffic control.
e Evacuation.

Code: O= task can be completed in any situation (classroom, simulation, incident, daily job, etc.)

= task must be performed on an incident

= rare event — the evaluation assignment may not provide opportunities to demonstrate performance. The evaluator may
be able to determine skills/knowledge through interview or the home office may need to arrange for another

assignment or a simulation.
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Competency 3: Communicate effectively

Description: Use suitable communication techniques to share relevant information with
appropriate personnel on a timely basis to accomplish objectives in a rapidly changing, high risk
environment.

Behavior 1: Ensure all relevant information is exchanged during check-in, briefings and
debriefings.

TASK CODE | EVALUATION | EVALUATOR
RECORD #

1. Obtain briefing from Agency Administrator/ outgoing | |
Incident Commander.

e Receive Incident Commander’s ICS Form 201
(Incident Briefing). Receive special instructions.
Complete appropriate checklist for takeover of
large incidents.

2. Obtain briefing from Incident Commander (May be | |
one-on-one or an Incident Management Team (IMT)
meeting.)
o Receive Incident Commander’s priorities, goals,
and objectives for the IMT.
o Receive Incident Commander’s priorities, goals,
and objectives for the incident.

3. Collect information from outgoing Operations Section | |
Chief, initial Incident Commander or other personnel
responsible for incident prior to your arrival.
e Obtain status of incident and assigned
resources.
o Obtain status of existing operations section,
including air operations if applicable.
e Obtain information on special situations (urban
interface threat, hazardous materials, etc.)
e Order necessary personnel and equipment.

4.  Participate in the operational period briefing, | |
particularly emphasizing tactical priorities and any
special safety considerations and changes from the
written IAP.

5. Brief the relief Operations Section Chief. |

6. Debrief the Operations Section Chief you are relieving. | |

Code: O= task can be completed in any situation (classroom, simulation, incident, daily job, etc.)
= task must be performed on an incident
R = rare event — the evaluation assignment may not provide opportunities to demonstrate performance. The evaluator may
be able to determine skills/knowledge through interview or the home office may need to arrange for another
assignment or a simulation.
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June 15, 2009

7. Update Incident Commander on current
accomplishments and/or problems.
¢ Inform Incident Commander as soon as possible
of problems and accomplishments.

8. Participate in Post Incident Analysis as necessary.

9. Participate in after-incident review per agency policy.

Behavior 2: Ensure documentation is complete and disposition is appropriate.

TASK

CODE | EVALUATION | EVALUATOR
RECORD #

1. Ensure that incident documentation is completed as

required by the Incident Commander.

e Submit incident narrative to Planning Section Chief.

e Complete and submit ICS 214 (Unit Log) to
Documentation Unit for each operational period.

e Ensure all personnel and equipment time records are
complete and have been submitted to the Time Unit
Leader/ Equipment Time Recorder at the end of each
operational period.

e Complete ICS Form 220 (Air Operations Summary
Worksheet) as necessary.

o Complete and submit performance evaluations for
Operations Section resources at conclusion of
incident.

Behavior 3: Gather, produce and distribute information as required by established guidelines

and ensure understanding by recipient.

TASK

CODE | EVALUATION | EVALUATOR
RECORD #

1. Prepare for and participate in strategy meetings.
o Share and evaluate operational information with
Incident Management Team (IMT) members.

Code: O= task can be completed in any situation (classroom, simulation, incident, daily job, etc.)

= task must be performed on an incident

R = rare event — the evaluation assignment may not provide opportunities to demonstrate performance. The evaluator may
be able to determine skills/knowledge through interview or the home office may need to arrange for another

assignment or a simulation.
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2. Report special events (incidents within an incident, |
accidents, political contacts, property loss or damage,
etc.).

e Obtain information about special events from:

- Subordinates.

- Personal observation.

- Other incident personnel.
- Off-incident personnel.

e Ensure standard information contains nature of
event, location, magnitude, personnel involved
(do not release names of victims or agency over
radio), initial action taken; e.g., helicopter
picking up injured, appropriate subsequent
action.

Behavior 4: Communicate and assure understanding of work expectations within the chain of
command and across functional areas.

TASK CODE | EVALUATION | EVALUATOR
RECORD #

1. Ensure that priorities and tactics are communicated and | |
understood throughout the operations section.

2. Ensure that any changes in priorities or tactics are |
communicated and understood.

Behavior 5: Develop and implement plans and gain concurrence of affected agencies and the
public.

TASK CODE | EVALUATION | EVALUATOR
RECORD #

1. Participate in preparation of IAP or relevant plan. |

e Update team on current situation.

o Determine tactical priorities for next operational
period.

o Determine tactics and work assignments for next
operational period or periods.

e Advise on current capabilities and limitations.

o Determine additional/excess resources.

Code: O= task can be completed in any situation (classroom, simulation, incident, daily job, etc.)
= task must be performed on an incident
R = rare event — the evaluation assignment may not provide opportunities to demonstrate performance. The evaluator may
be able to determine skills/knowledge through interview or the home office may need to arrange for another
assignment or a simulation.
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2. Complete operational portion of IAP as part of ICS |
215 (Operational Planning Worksheet).
e Establish branches, divisions/groups, and staging
areas.
o Establish priorities for aviation operations, if
necessary.

3. Participate in the preparation of other necessary |
relevant plans (e.g., evacuation plan, contingency
plan).

Code: O= task can be completed in any situation (classroom, simulation, incident, daily job, etc.)
= task must be performed on an incident
= rare event — the evaluation assignment may not provide opportunities to demonstrate performance. The evaluator may
be able to determine skills/knowledge through interview or the home office may need to arrange for another
assignment or a simulation.
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Competency 4: Ensure completion of assigned actions to meet identified
objectives

Description: Identify, analyze, and apply relevant situational information and evaluate actions to
complete assignments safely and meet identified objectives. Complete actions within established
timeframe.

Behavior 1: Administer and/or apply agency policy, contracts and agreements.

TASK

CODE

EVALUATION
RECORD #

EVALUATOR

1. Ensure assigned contracted resources meet contract
specifications.

Take necessary action for those not meeting
specifications.

2. Designate and request agreements as necessary.

Coordinate with Finance Section.

Behavior 2: Gather, analyze, and validate information pertinent to the incident or event and
make recommendations for setting priorities.

TASK

CODE

EVALUATION
RECORD #

EVALUATOR

1. Evaluate and monitor current situation.

Determine if present plan of action will meet
incident objectives.

Determine if the present plan is congruent with
the incident strategic plan.

Identify problems and concerns (evacuation,
sheltering, aviation safety, etc.).

Identify resources to be protected (structures,
natural, improvements, infrastructure, etc.).
Advise Incident Commander and other
appropriate incident management team
personnel.

Code:

O = task can be completed in any situation (classroom, simulation, incident, daily job, etc.)

= task must be performed on an incident

R = rare event — the evaluation assignment may not provide opportunities to demonstrate performance. The evaluator may
be able to determine skills/knowledge through interview or the home office may need to arrange for another

assignment or a simulation.
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2. ldentify kind, type, and number of resources required | |
to achieve objectives.

o Consider incident type and complexity, kinds and
types of resources, resource availability, and
safety factors.

Order necessary personnel and equipment.

¢ Discuss long-range and contingency plans and

identify potential and future resources.

3. Personally observe and review current operations to |
prepare tactics for the next operational period planning
meeting considering:
e Resource status.
Situation status.
Weather.
Communications capability.
Environmental impact.
Resources to be protected.
Cost constraints.
Aviation capabilities, limitations.

Behavior 3: Prepare clear and concise assessments regarding hazards, fire behavior, weather,
and other relevant events.

TASK CODE | EVALUATION | EVALUATOR
RECORD #

1. Assist in completing and validate LCES ICS 215A I
(Incident Action Plan Safety Analysis).

Behavior 4: Make appropriate decisions based on analysis of gathered information.

TASK CODE | EVALUATION | EVALUATOR
RECORD #

1. Personally observe and review current operations to |
prepare tactics for the next operational period planning
meeting considering:
e Resource status.
Situation status.
Weather.
Communications capability.
Environmental impact.

Code: O= task can be completed in any situation (classroom, simulation, incident, daily job, etc.)
1= task must be performed on an incident
R = rare event — the evaluation assignment may not provide opportunities to demonstrate performance. The evaluator may
be able to determine skills/knowledge through interview or the home office may need to arrange for another
assignment or a simulation.
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Resources to be protected.
Cost constraints.
Aviation capabilities, limitations.

2. Periodically evaluate resource status and tactical
needs to determine if resource assignments are
appropriate.
o Determine kind and number of resources required
to complete tactics.
e Assign single resources, task forces, or strike
teams.
e Assemble and disassemble strike teams and task
forces.

Behavior 5: Utilize information to produce outputs.

TASK

CODE

EVALUATION
RECORD #

EVALUATOR

1. Report special events, (incidents, accidents, political

contacts, property loss or damage, etc.).

e Obtain information about special events from:

Subordinates.

Personal observation.

Other incident personnel.

— Off incident personnel.

e Standard information shall contain nature of
event, location, magnitude, personnel involved
(do not release names of victims or agency over
radio), initial action taken (e.g., helicopter
picking up injured), and appropriate subsequent
action.

Code: O= task can be completed in any situation (classroom, simulation, incident, daily job, etc.)

= task must be performed on an incident

= rare event — the evaluation assignment may not provide opportunities to demonstrate performance. The evaluator may
be able to determine skills/knowledge through interview or the home office may need to arrange for another

assignment or a simulation.

6/15/2009

Page 20 of 25





All-Hazard Operations Section Chief

Behavior 6: Take appropriate action based on assessed risks.

June 15, 2009

TASK CODE | EVALUATION | EVALUATOR
RECORD #
1. Ensure the Risk Management Process is established I
and maintained throughout the operations section.
2. Ensure effective use and coordination of all assigned | |
resources.
e Include aviation resources.
Behavior 7: Modify approach based on evaluation of incident situation.
TASK CODE | EVALUATION | EVALUATOR
RECORD #

1. Evaluate effectiveness of IAP or relevant plan and
adjust as necessary.

o Evaluate progress of operations based on
situation reports and evaluations from operations
personnel.

e Estimate immediate and long-range operational
resources and logistical requirements.

e Order or release resources as needed, providing
appropriate lead time.

Code: O= task can be completed in any situation (classroom, simulation, incident, daily job, etc.)

= task must be performed on an incident

= rare event — the evaluation assignment may not provide opportunities to demonstrate performance. The evaluator may
be able to determine skills/knowledge through interview or the home office may need to arrange for another

assignment or a simulation.
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Behavior 9: Plan for demobilization and ensure demobilization procedures are followed.

TASK CODE | EVALUATION | EVALUATOR
RECORD #

1. Assist in development, approval, and implementation | |
of Incident Demobilization Plan.

e Consider demobilization early in the incident.

e Coordinate with the Demobilization
Unit/Planning Section Chief during development
and implementation of Demobilization Plan.

e Coordinate during development and
implementation with local agency concerning
functional demobilization procedures.

o Brief staff on demobilization responsibilities.

e Ensure that all units are demobilized in a timely
and complete manner.

o If required, complete ICS 221 (Demobilization
Check-out) and turn in to the appropriate person.

e Brief replacement if necessary.

Behavior 10: Transfer position duties while ensuring continuity of authority and knowledge
and taking into account the increasing or decreasing incident complexity.

TASK CODE | EVALUATION | EVALUATOR
RECORD #

1. Coordinate the development, approval and I
implementation of transfer of duties when incident
escalates/deescalates.

e Consider transition early in the incident.

2. Determine time of transfer with replacement. I

3. Communicate transfer of duties to assigned resources | |
and command staff.

6. If necessary, coordinate with agencies about transfer I
of command back to local jurisdiction.

Code: O= task can be completed in any situation (classroom, simulation, incident, daily job, etc.)
= task must be performed on an incident
R = rare event — the evaluation assignment may not provide opportunities to demonstrate performance. The evaluator may
be able to determine skills/knowledge through interview or the home office may need to arrange for another
assignment or a simulation.
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INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD

There are four separate blocks allowing evaluations to be made. These evaluations may be made on
incidents, simulations in classroom, or in daily duties, depending on what the position task book indicates.
This should be sufficient for qualification in the position if the individual is adequately prepared. If
additional blocks are needed, a page can be copied from a blank task book and attached.

COMPLETE THESE ITEMS AT THE START OF THE EVALUATION PERIOD:

Evaluator’s name, incident/office title, and agency: List the name of the Evaluator, his/her incident
position or office title, and agency.

Evaluator’s home unit address and phone: Self-explanatory

#: The number next to the evaluator’s name in the upper left corner of the evaluation record identifies a
particular incident or group of incidents. This number should be placed in the column labeled “Evaluation
Record #” on the PTB for each task performed satisfactorily. This number will enable reviewers of the
completed PTB to ascertain the qualifications of the different evaluators prior to making the appropriate sign-
off on the PTB.

Location of Incident/Simulation: Identify the location where the tasks were performed by agency and
office.

Incident Kind: Enter kind of incident; e.g., hazmat, wildland fire, structural fire, search and rescue, flood,
tornado, etc.

COMPLETE THESE ITEMS AT THE END OF THE EVALUATION PERIOD:

Number and Type of Resources: Enter the number of resources and types assigned to the incident pertinent
to the Trainee’s task book position.

Duration: Enter inclusive dates during which the Trainee was evaluated. This block may indicate a span of
time covering several small and similar incidents if the Trainee has been evaluated on that basis; e.g., several
initial attack wildfires in similar fuel types.

Recommendation: Check as appropriate and/or make comments regarding the future needs for development
of this trainee.

Date: List the date the record is being completed.

Evaluator’s initials: Initial here to authenticate your recommendations and to allow for comparison with
initials in the PTB.

Evaluator’s relevant certification: List your certification relevant to the Trainee position you supervised.
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Evaluation Record

TRAINEE NAME

TRAINEE POSITION

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

Evaluator’s home unit address & phone:

Name and Location
of Incident or
Situation
(agency & area)

Incident Kind
(hazmat, tornado, flood,
structural fire, wildfire,

search & rescue, etc.)

Duration
(inclusive dates
in trainee status)

Number & Type of
Resources
Pertinent to

Trainee’s Position

to

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above named
Trainee. | 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:

Date:

Evaluator’s initials:

Evaluator’s relevant agency certification or rating:

T+

2 | Evaluator’s name:
Incident/office title & agency:

Evaluator’s home unit address & phone:

Name and Location
of Incident or
Situation
(agency & area)

Incident Kind
(hazmat, tornado, flood,
structural fire, wildfire,

search & rescue, etc.)

Duration
(inclusive dates
in trainee status)

Number & Type of
Resources
Pertinent to

Trainee’s Position

to

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above named
Trainee. | 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.

1]

Recommendations:

Date:

Evaluator’s initials:

Evaluator’s relevant agency certification or rating:
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Evaluation Record
(Continuation Sheet)

TRAINEE NAME

TRAINEE POSITION

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

Evaluator’s home unit address & phone:

Name and Location
of Incident or
Situation
(agency & area)

Incident Kind
(hazmat, tornado, flood,
structural fire, wildfire,

search & rescue, etc.)

Number & Type of
Resources
Pertinent to

Trainee’s Position

Duration
(inclusive dates
in trainee status)

to

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above named

Trainee. | 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:

Date:

Evaluator’s initials:

Evaluator’s relevant agency certification or rating:

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

Evaluator’s home unit address & phone:

Name and Location
of Incident or situation
(agency & area)

Incident Kind
(hazmat, tornado, flood,
structural fire, wildfire,

search & rescue, etc.)

Number & Type of
Resources
Pertinent to

Trainee’s Position

Duration
(inclusive dates
in trainee status)

to

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above named

Trainee. | 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:

Date:

Evaluator’s initials:

Evaluator’s relevant agency certification or rating:
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POSITION TASK BOOK FOR THE POSITION OF
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POSITION TASK BOOK ASSIGNED TO:
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POSITION TASK BOOK INITIATED BY:
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All-Hazard Public Information Officer June 15, 2009

EVALUATOR

DO NOT COMPLETE THIS UNLESS YOU ARE RECOMMENDING THE TRAINEE FOR CERTIFICATION

VERIFICATION/CERTIFICATION OF COMPLETED POSITION TASK BOOK FOR THE
POSITION OF

FINAL EVALUATOR’S VERIFICATION

I verify that all tasks have been performed and are documented with appropriate initials.
I also verify that
has performed as a trainee and should therefore be considered for certification in this
position.

FINAL EVALUATOR’S SIGNATURE AND DATE

EVALUATOR’S PRINTED NAME, TITLE, DUTY STATION, AND PHONE NUMBER

AGENCY HEAD RECOMMENDATION FOR CERTIFICATION

I certify that
has met all requirements for qualification in this position and | recommend that they be
certified for the position.

OFFICIAL’S SIGNATURE AND DATE

OFFICIAL’S NAME TITLE, DUTY STATION, AND PHONE NUMBER
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HISTORICAL RECOGNITION

Historical recognition is a process that provides a means by which incident management personnel
who have either:

e Documentation of previous ICS training, education, and experience in an ICS position(s); or

e Documentation of previous extensive on-the-job incident response experience,

may receive credit for that previous experience, training, or qualification(s) and be considered as
meeting the minimum requirements of this guide in the categories of:

e Education;

e Training; and

e Experience,

for an ICS position(s) until they have successfully completed the actual minimum requirements for
that position. Historical Recognition does not apply to the categories of Physical/Medical Fitness,
Currency, or certification. The minimum requirements within those categories must be met
regardless of any historical recognition process.

HISTORICAL RECOGNITION PROCESS

If an Authority Having Jurisdiction (AHJ) does not form a Qualifications Committee to assist with
the management of the overall qualifications process, AHJ’s should give strong consideration to at
least forming a committee for the purposes of reviewing and processing applications for Historical
Recognition. Because of the time commitment involved and the potential for perceptions of
favoritism and unequal treatment during the process, other ICS qualifications processes currently
used by federal and state agencies that included a historical recognition provision used review
committees to accomplish that process.

The AHJ should develop a process to provide for the following:

e Developing a method to provide for historical recognition when there is sufficient
documentation available to substantiate the experience;

e Developing a standardized method for any individual to submit documentation of the
experience and training for review by the AHJ or the appropriate review committee established
by the AHJ;

e Developing a method to determine if the previous experience or training is appropriate for the
position, keeping in mind the required criteria for the position and the competencies necessary
for safe and successful performance;

e Providing for Historical Recognition only when the individual has most recently performed the
position within the last five years;

e Requiring the individual meet all minimum requirements in this guide for a position if the
individual seeks an ICS position other than the position they were historically recognized for;

e Encouraging all individuals who are historically recognized into a position to complete the
minimum requirements for the positions within five years of being historically recognized.
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INCIDENT MANAGEMENT SYSTEM POSITION TASK BOOK

Position Task Books (PTB) were developed for designated positions as described under the
National Interagency Incident Management System (NIIMS) and have been incorporated into the
National Incident Management System (NIMS). The position task book is used by the authority
having jurisdiction to certify that the person to whom the task book belongs meets the standards
recommended by the National (NIMS) Integration Center (NIC).

Each PTB lists the performance requirements (tasks) for the specific position in a format that
allows a trainee to be evaluated against written guidelines. Successful performance of all tasks, as
observed and recorded by an evaluator, will result in a recommendation that the trainee be certified
in that position. Evaluation and confirmation of the individual’s performance of all the tasks may
involve more than one evaluator and can occur on incidents, in classroom simulation, and in other
work situations. Designated PTBs require position performance during which the majority of
required tasks are demonstrated on a single incident. It is important that performance be critically
evaluated and accurately recorded by each evaluator. All tasks must be evaluated. All bullet
statements within a task that require an action (contain an action verb) must be demonstrated
before that task can be signed off.

A brief list of responsibilities also appears below.
RESPONSIBILITIES:

1. The Agency Management is responsible for:
e Selecting trainees based on the needs of their organization or area Incident Management
Teams.
e Providing opportunities for evaluation and/or making the trainee available for evaluation.

2. The Individual is responsible for:

e Reviewing and understanding instructions in the PTB.

e ldentifying desired objectives/goals.

e Providing background information to an evaluator.

e Satisfactorily demonstrating completion of all tasks for an assigned position within three
years.

e Assuring the evaluation record is complete.

e Notifying the local agency head when the PTB is completed, and obtaining their signature
recommending certification.

e Keeping the original PTB in personal records.

3. The Evaluator is responsible for:
e Being qualified and proficient in the position being evaluated.
e Meeting with the trainee and determining past experience, current qualifications, and
desired objectives/goals.
e Reviewing tasks with the trainee.
e Explaining to the trainee the evaluation procedures that will be utilized and which
objectives may be attained.

6/15/2009 Page 4 of 22





All-Hazard Public Information Officer June 15, 2009

Identifying tasks to be performed during the evaluation period.

Accurately evaluating and recording demonstrated performance of tasks. Dating and
initialing completion of the task shall document satisfactory performance. Unsatisfactory
performance shall be documented in the Evaluation Record.

Completing the Evaluation Record found at the end of each PTB.

4. The Final Evaluator is responsible for signing the verification statement inside the front cover
of the PTB when all tasks have been initialed.

5. The Agency Head or designee is responsible for:

Issuing the PTB to document task performance.

Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s
responsibilities.

Tracking progress of the trainee.

Identifying incident evaluation opportunities.

Identifying and assigning an evaluator that can provide a positive experience for the
trainee, and make an accurate and honest appraisal of the trainee’s performance.
Documenting the assignment.

Conducting progress reviews.

Conducting a closeout interview with the trainee and evaluator and assuring that
documentation is proper and complete.
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All-Hazard Public Information Officer

Competency 1: Assume position responsibilities

Description: Successfully assume role of Public Information Officer and initiate position
activities at the appropriate time according to the following behaviors.

Behavior 1: Ensure readiness for assignment.

June 15, 2009

TASK

CODE

EVALUATION
RECORD #

EVALUATOR

1. Obtain and assemble information and materials needed
for kit. Kit will be assembled and prepared prior to
receiving an assignment. Kit will contain critical items
needed for functioning during the first 48 hours. Kit will
be easily transportable and within agency weight
limitation. The basic information and materials needed
may include, but is not limited to, any of the following:

Reference Material
e Position manual.
e PMS 410-1, Fireline Handbook.
o Field Operations Guide ICS 420-1.

Forms
e ICS Form 214, Unit Log.
e ICS Form 213, General Message.

Supplies
e Printing calculator.
Telephone and contact documentation log sheets.
Local media directory.
Camera/film.
Appropriate office supplies.

Behavior 2: Ensure readiness of self and subordinates [crew] for assignment.

TASK

CODE

EVALUATION
RECORD #

EVALUATOR

1. Arrive properly equipped at incident assigned location
within acceptable time limits. Check in according to
agency guidelines.

Code: O= task can be completed in any situation (classroom, simulation, incident, daily job, etc.)

= task must be performed on an incident

R = rare event — the evaluation assignment may not provide opportunities to demonstrate performance. The evaluator
may be able to determine skills/knowledge through interview or the home office may need to arrange for another

assignment or a simulation.
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All-Hazard Public Information Officer

June 15, 2009

Behavior 3: Ensure availability, qualifications, and capabilities of resources to complete
assignment.

TASK

CODE

EVALUATION
RECORD #

EVALUATOR

1. Determine immediate staffing and resource needs.

Assess incident complexity and media interest.
Gather additional supplies to support effort, if
needed.

Behavior 4: Gather, update, and apply situational information relevant to the assignment.

TASK

CODE

EVALUATION
RECORD #

EVALUATOR

1. Obtain complete information from dispatch upon initial

activation.

Incident name.

Incident order number.

Request number.

Incident number.

Reporting location (drop point).

Phone contacts.

Radio frequencies.

Transportation arrangements/travel routes.
Reporting times.

2. Gather all available information necessary to
accurately assess incident, make appropriate decisions
about immediate needs and actions including:

Assigned Incident Commander’s name/location.

Type of incident.

Current resource commitments.
Current situation status.
Expected duration of incident.
Terrain.

Weather (current and expected).
Agency Administrator’s briefing.

Code: O=

R =

= task must be performed on an incident

task can be completed in any situation (classroom, simulation, incident, daily job, etc.)

rare event — the evaluation assignment may not provide opportunities to demonstrate performance. The evaluator

may be able to determine skills/knowledge through interview or the home office may need to arrange for another

assignment or a simulation.
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3. Establish contact with Incident Commander or Lead I
Information Officer to obtain briefing. Review Incident
Commander’s ICS Form 201 (Incident Briefing) and ICS
Form 202 (Summary of Incident Organization), if
available.

e Contact responsible agencies’ public affairs staff

for briefing on local issues.
o Obtain local information.
o Obtain media contact list.

4. Review available documentation. |
e Incident Action Plan.
e Strategy objectives and WSFA, as appropriate.

5. Determine expectations of Incident |
Commander/Agency Administrator regarding gathering
and disseminating of information.
e Participation in interviews.
Media access (ground and air).
Release of sensitive information.
Investigation and cause.
Need or location of information center.

Behavior 5: Establish effective relationships with relevant personnel.

TASK CODE | EVALUATION | EVALUATOR
RECORD #

1. Maintain positive working relationships with all co- |
workers, incident personnel, local publics, and agencies.

2. Employ good listening/responding skills with co- I
workers, incident personnel, media, and public.

3. Obviously support cooperating and participating |
agencies in contacts with the media and public. Written
materials (news releases, fact sheets) should reflect
support of other agencies.

4. Demonstrate respect for, and sensitivity toward, all |
cultures in contacts with incident personnel, public, and
media, and in all written materials.

Code: O= task can be completed in any situation (classroom, simulation, incident, daily job, etc.)
= task must be performed on an incident
R = rare event — the evaluation assignment may not provide opportunities to demonstrate performance. The evaluator
may be able to determine skills/knowledge through interview or the home office may need to arrange for another
assignment or a simulation.
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5. Ensure that information personnel maintain a neat and I
professional appearance at all times.

6. Practice “service concept” with public/media/incident I
personnel.

7. Serve as contact point for media calling the incident. |

Behavior 6: Ensure ability to use tools necessary to complete assignment.

TASK CODE | EVALUATION | EVALUATOR
RECORD #

1. Demonstrate familiarity with communications |
equipment, procedures, and basic functions/ capabilities
of:

Hand-held, portable, multi-channel radios.
Portable scanner.

Cellular telephone.

Facsimile machine (FAX).

Behavior 7: Establish organization structure, reporting procedures, and chain of command
of assigned resources.

TASK CODE | EVALUATION | EVALUATOR
RECORD #

1. Establish system/schedule for obtaining incident |
information.

e [CS Form 209's.

e Communication with agency dispatch.

o Follow-up briefings from Incident Commander.

Code: O= task can be completed in any situation (classroom, simulation, incident, daily job, etc.)
= task must be performed on an incident
R = rare event — the evaluation assignment may not provide opportunities to demonstrate performance. The evaluator
may be able to determine skills/knowledge through interview or the home office may need to arrange for another
assignment or a simulation.
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June 15, 2009

Behavior 8: Understand and comply with ICS concepts and principles.

TASK

CODE

EVALUATION
RECORD #

EVALUATOR

1. Maintain appropriate span of control through the
assignment of Assistant Public Information Officers from
appropriate agencies and/or organizations.

2. Demonstrate knowledge of ICS structure, principles,
positions, and ICS forms.

3. Act as agent of the Incident Commander.

Code: O= task can be completed in any situation (classroom, simulation, incident, daily job, etc.)

= task must be performed on an incident

= rare event — the evaluation assignment may not provide opportunities to demonstrate performance. The evaluator
may be able to determine skills/knowledge through interview or the home office may need to arrange for another

assignment or a simulation.
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Competency 2: Lead assigned personnel

Description: Influence, guide, and direct assigned personnel to accomplish objectives and
desired outcomes in a rapidly changing, high-risk environment.

Behavior 1: Model leadership principles of Duty, Respect and Integrity.

TASK CODE | EVALUATION | EVALUATOR
RECORD #

1. Exhibit principles of duty. |
e Be proficient in your job, both technically and as
a leader.
e Make sound and timely decisions.
e Ensure that tasks are understood, supervised and
accomplished.
e Develop your subordinates for the future.

2. Exhibit principles of respect. |
e Know your subordinates and look out for their
well-being.
Keep your subordinates informed.
e Build the team.
Employ your subordinates in accordance with
their capabilities.

3. Exhibit principles of integrity. |
e Know yourself and seek improvement.
e Seek responsibility and accept responsibility for
your actions.
e Set the example.

Behavior 2: Ensure the safety, welfare, and accountability of assigned personnel.

TASK CODE | EVALUATION | EVALUATOR
RECORD #

1. Recognize potentially hazardous situations. |

2. Inform subordinates of hazards. |

3. Ensure that special precautions are taken when |
extraordinary hazards exist.

4. Ensure adequate rest is provided to all unit personnel. |

Code: O= task can be completed in any situation (classroom, simulation, incident, daily job, etc.)
= task must be performed on an incident
R = rare event — the evaluation assignment may not provide opportunities to demonstrate performance. The evaluator
may be able to determine skills/knowledge through interview or the home office may need to arrange for another
assignment or a simulation.
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June 15, 2009

Behavior 3: Establish work assignments and performance expectations, monitor

performance, and provide feedback.

TASK

CODE

EVALUATION
RECORD #

EVALUATOR

1. Brief and keep subordinates informed and updated.

2. Ensure necessary support staff is aware of planning
meeting assignments.

3. Provide ongoing feedback to subordinates during
incident and demobilization.

4. Evaluate performance of subordinates as required by
agency policy.

Behavior 4: Emphasize teamwork.

TASK

CODE

EVALUATION
RECORD #

EVALUATOR

1. Establish cohesiveness among assigned resources.
e Establish trust through open communication.
e Require commitment.
e Set expectations of accountability.
e Bring focus to the team result.

Behavior 5: Coordinate interdependent activities.

TASK

CODE

EVALUATION
RECORD #

EVALUATOR

1. Coordinate with other information functions.
e MAC group.

Area command.

Dispatch.

NIFC.

Cooperating agencies.

Other incidents.

Code: O= task can be completed in any situation (classroom, simulation, incident, daily job, etc.)

= task must be performed on an incident

R = rare event — the evaluation assignment may not provide opportunities to demonstrate performance. The evaluator
may be able to determine skills/knowledge through interview or the home office may need to arrange for another

assignment or a simulation.
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Competency 3: Communicate effectively

June 15, 2009

Description: Use suitable communication techniques to share relevant information with
appropriate personnel on a timely basis to accomplish objectives in a rapidly changing, high risk

environment.

Behavior 1: Ensure all relevant information is exchanged during check-in, briefings and

debriefings.
TASK CODE | EVALUATION | EVALUATOR
RECORD #

1. Establish contact with Incident Commander or Lead |
Information Officer to obtain briefing. Review Incident
Commander’s ICS Form 201 (Incident Briefing) and ICS
Form 202 (Summary of Incident Organization), if
available.

e Contact responsible agencies’ public affairs staff

for briefing on local issues.

e Obtain local information.

e Obtain media contact list.
2. Review available documentation. |

¢ Incident Action Plan.

e Strategy objectives and WSFA, as appropriate.
3. Determine expectations of Incident |
Commander/Agency Administrator regarding gathering
and disseminating of information.

e Participation in interviews.

e Media access (ground and air).

o Release of sensitive information.

e Investigation and cause.

o Need or location of information center.
4. Participate in briefings/meetings. |

o Develop information updates based on

information received.
e Apprise Incident Commander of sensitive
information and community needs.
Code: O= task can be completed in any situation (classroom, simulation, incident, daily job, etc.)
= task must be performed on an incident
R = rare event — the evaluation assignment may not provide opportunities to demonstrate performance. The evaluator

may be able to determine skills/knowledge through interview or the home office may need to arrange for another

assignment or a simulation.
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June 15, 2009

5. Assist with post-incident information strategy and
procedure.

e Assist in organizing briefing material and
documentation materials for jurisdictional agency
information staff.

e Assist jurisdictional agency with the preparation
of a post incident information strategy.

Behavior 2: Ensure documentation is complete and disposition is appropriate.

TASK

CODE

EVALUATION
RECORD #

EVALUATOR

1. Document all media contacts on media log.

2. Document key activities/highlights on Unit Log, ICS
Form 214.

3. Complete and submit required ICS documentation
and other documentation as requested by Incident
Commander and/or Agency Administrator.

4. Complete and submit ICS Form 221 if required.

Behavior 3: Gather, produce and distribute information as required by established

guidelines and ensure understanding by recipient.

TASK

CODE

EVALUATION
RECORD #

EVALUATOR

1. Obtain updated maps and other visuals to aid PIOs
and other incident personnel in briefing the media on
incident status.

2. Take photographs and video of the incident and
related activities.

3. Obtain community street maps, emergency numbers
for local contacts.

4. Update and post incident fact sheet or newsletter at
various locations in community.

Code: O= task can be completed in any situation (classroom, simulation, incident, daily job, etc.)

= task must be performed on an incident

R = rare event — the evaluation assignment may not provide opportunities to demonstrate performance. The evaluator
may be able to determine skills/knowledge through interview or the home office may need to arrange for another

assignment or a simulation.
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June 15, 2009

5. Prepare and disseminate information internally to
personnel on incident.
o Establish bulletin boards(s) at ICP and other
incident locations.
e Assist with development of newsletter as
appropriate.
o Develop news clipping sheet for posting at
bulletin board locations.

6. Prepare briefing materials for VIP visits and assist
with planning, coordination, and logistics for visits.

Behavior 4: Develop and implement plans and gain concurrence of affected agencies and the public.

TASK

CODE

EVALUATION
RECORD #

EVALUATOR

1. Assist in the preparation of the Demobilization Plan.

Code: O= task can be completed in any situation (classroom, simulation, incident, daily job, etc.)

= task must be performed on an incident

= rare event — the evaluation assignment may not provide opportunities to demonstrate performance. The evaluator
may be able to determine skills/knowledge through interview or the home office may need to arrange for another

assignment or a simulation.
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Competency 4: Ensure completion of assigned actions to meet identified
objectives

Description: Identify, analyze, and apply relevant situational information and evaluate actions to
complete assignments safely and meet identified objectives. Complete actions within established
timeframe.

Behavior 1: Take appropriate action based on assessed risks.

TASK CODE | EVALUATION | EVALUATOR
RECORD #

1. Initiate contact and respond to inquiries from media. |
e Call wire services with initial information and
updates.
e Provide phone numbers for media to call for
further information.

2. Serve as incident spokesperson. |

3. Bealert to rumors and take appropriate action. |

Behavior 2: Modify approach based on evaluation of incident situation

TASK CODE | EVALUATION | EVALUATOR
RECORD #

1. Respond to special situations within incident. |
o  Prepare briefing paper/news release for approval
of Lead Information Officer, Incident
Commander or Agency Administrator.

Behavior 3: Follow established and safety procedures relevant to given assignment.

TASK CODE | EVALUATION | EVALUATOR
RECORD #

1. Follow safety procedures and be aware of incident- |
specific hazards.
o Have available and use appropriate personal
protective equipment.
o Follow established safety procedures.
Consider LCES.
e Brief media and public on safety concerns of the
incident.

Code: O= task can be completed in any situation (classroom, simulation, incident, daily job, etc.)
= task must be performed on an incident
R = rare event — the evaluation assignment may not provide opportunities to demonstrate performance. The evaluator
may be able to determine skills/knowledge through interview or the home office may need to arrange for another
assignment or a simulation.
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June 15, 2009

2. Provide personal protective equipment to media
covering incident.

3. Obtain clearance for access to incident from
operations personnel.

Behavior 4: Provide logistical support as necessary.

TASK

CODE

EVALUATION
RECORD #

EVALUATOR

1. Arrange and schedule media overflights of the
incident and obtain information on media personnel and
media aircraft.

2. Provide ground transportation and escorts for media.

3. Prepare briefing materials for VIP visits and assist
with planning, coordination, and logistics for visits.

Behavior 6: Develop appropriate information releases and conduct media interviews

according to established protocol.

TASK

CODE

EVALUATION
RECORD #

EVALUATOR

1. Develop information updates based on information
received.

2. Gather information and prepare/update fact
sheet/news release.

3. Clear information release with the Lead Information
Officer.

4. Inform media outlets of information center, phone
numbers, location, and operating hours.

5. Conduct interview and provide updates to media
calling the information center.

6. Maintain log of media names, organization, and types
of requests for information.

Code: O= task can be completed in any situation (classroom, simulation, incident, daily job, etc.)

= task must be performed on an incident

R = rare event — the evaluation assignment may not provide opportunities to demonstrate performance. The evaluator
may be able to determine skills/knowledge through interview or the home office may need to arrange for another

assignment or a simulation.
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7. Follow up on media requests for callbacks and I
additional information.

8. Gather and prepare releases on environmental, safety, I
prevention, rehabilitation, and other messages about the
incident.

9. Arrange and schedule phone and in-person interviews |
for the media with incident personnel.

10. Determine when Incident Commander and other |
personnel will be available for media interviews.

11. Arrange interviews/briefings for the media with I
Incident Commander and other incident personnel.

12. Handle community relations responsibilities, as |
needed.

e Make initial contacts and updates for community
leaders and other local cooperating public
service.

e Obtain community street maps, emergency
numbers for local contacts.

e Update and post incident fact sheet or newsletter
at various locations in community.

e Moderate, host or prepare for information
briefings.

¢ Inform affected public about evacuation centers.

13. Respond to special situations within incident. |
e Prepare briefing paper/news release for approval
of Lead Information Officer, Incident
Commander or Agency Administrator.

Code: O= task can be completed in any situation (classroom, simulation, incident, daily job, etc.)
1= task must be performed on an incident
= rare event — the evaluation assignment may not provide opportunities to demonstrate performance. The evaluator
may be able to determine skills/knowledge through interview or the home office may need to arrange for another
assignment or a simulation.
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June 15, 2009

14. Prepare a fact sheet and/or news release that describes
the nature of the incident and addresses who, what,
where, when, and why.

o Size.

e Location (proximity to well-known locations or
communities).
Time and date of origin
Cause (if cleared).
What is threatened.
Resources to be protected.
Costs to date.
Damages (property and resources).
Current and expected weather conditions.
Predicted containment/control.
Agencies/jurisdiction.
Cooperating agencies.
Equipment and resources committed and
responding.

Behavior 6: Plan for demobilization and ensure demobilization procedures are followed.

TASK

CODE

EVALUATION
RECORD #

EVALUATOR

1. Receive demobilization instructions from supervisor.

2. Ensure that incident and agency demobilization
procedures are followed.

3. Complete and submit ICS Form 221 if required.

Behavior 7: Transfer position duties while ensuring continuity of authority and knowledge
and taking into account the increasing or decreasing incident complexity.

TASK CODE | EVALUATION | EVALUATOR
RECORD #
1. Determine with replacement time of transfer. |
2. Communicate transfer of command to operations and |
command staff.
3. If necessary, coordinate with agencies about transfer [
of command back to local jurisdiction.
Code: O= task can be completed in any situation (classroom, simulation, incident, daily job, etc.)
= task must be performed on an incident
R = rare event — the evaluation assignment may not provide opportunities to demonstrate performance. The evaluator

may be able to determine skills/knowledge through interview or the home office may need to arrange for another

assignment or a simulation.
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INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD

There are four separate blocks allowing evaluations to be made. These evaluations may be made on
incidents, simulations in classroom, or in daily duties, depending on what the position task book indicates.
This should be sufficient for qualification in the position if the individual is adequately prepared. If
additional blocks are needed, a page can be copied from a blank task book and attached.

COMPLETE THESE ITEMS AT THE START OF THE EVALUATION PERIOD:

Evaluator’s name, incident/office title, and agency: List the name of the Evaluator, his/her incident
position or office title, and agency.

Evaluator’s home unit address and phone: Self-explanatory

#: The number next to the evaluator’s name in the upper left corner of the evaluation record identifies a
particular incident or group of incidents. This number should be placed in the column labeled “Evaluation
Record #” on the PTB for each task performed satisfactorily. This number will enable reviewers of the
completed PTB to ascertain the qualifications of the different evaluators prior to making the appropriate sign-
off on the PTB.

Location of Incident/Simulation: Identify the location where the tasks were performed by agency and
office.

Incident Kind: Enter kind of incident; e.g., hazmat, wildland fire, structural fire, search and rescue, flood,
tornado, etc.

COMPLETE THESE ITEMS AT THE END OF THE EVALUATION PERIOD:

Number and Type of Resources: Enter the number of resources and types assigned to the incident pertinent
to the Trainee’s task book position.

Duration: Enter inclusive dates during which the Trainee was evaluated. This block may indicate a span of
time covering several small and similar incidents if the Trainee has been evaluated on that basis; e.g., several
initial attack wildfires in similar fuel types.

Recommendation: Check as appropriate and/or make comments regarding the future needs for development
of this trainee.

Date: List the date the record is being completed.

Evaluator’s initials: Initial here to authenticate your recommendations and to allow for comparison with
initials in the PTB.

Evaluator’s relevant certification: List your certification relevant to the Trainee position you supervised.
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Evaluation Record

TRAINEE NAME TRAINEE POSITION

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

Evaluator’s home unit address & phone:

Name and Location Incident Kind Number & Type of Duration
of Incident or (hazmat, tornado, flood, Resources (inclusive dates
Situation structural fire, wildfire, Pertinent to in trainee status)
(agency & area) search & rescue, etc.) Trainee’s Position
to

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above named
Trainee. | 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:

Date: Evaluator’s initials:

Evaluator’s relevant agency certification or rating:

T+

2 | Evaluator’s name:
Incident/office title & agency:

Evaluator’s home unit address & phone:

Name and Location Incident Kind Number & Type of Duration
of Incident or (hazmat, tornado, flood, Resources (inclusive dates
Situation structural fire, wildfire, Pertinent to in trainee status)
(agency & area) search & rescue, etc.) Trainee’s Position
to

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above named
Trainee. | 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.

1]

Recommendations:

Date: Evaluator’s initials:

Evaluator’s relevant agency certification or rating:
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June 15, 2009

TRAINEE NAME TRAINEE POSITION

#3 | Evaluator’s name:

Incident/office title & agency:

Evaluator’s home unit address & phone:

Name and Location
of Incident or
Situation
(agency & area)

Incident Kind
(hazmat, tornado, flood,
structural fire, wildfire,

search & rescue, etc.)

Number & Type of
Resources
Pertinent to

Trainee’s Position

Duration
(inclusive dates
in trainee status)

to

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above named
Trainee. | 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.

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

Recommendations:

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

Date:

Evaluator’s initials:

Evaluator’s relevant agency certification or rating:

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

Evaluator’s home unit address & phone:

Name and Location
of Incident or situation
(agency & area)

Incident Kind
(hazmat, tornado, flood,
structural fire, wildfire,

search & rescue, etc.)

Number & Type of
Resources
Pertinent to

Trainee’s Position

Duration
(inclusive dates
in trainee status)

to

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

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

Recommendations:

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

Date:

Evaluator’s initials:

Evaluator’s relevant agency certification or rating:
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EVALUATOR

DO NOT COMPLETE THIS UNLESS YOU ARE RECOMMENDING THE TRAINEE FOR CERTIFICATION

VERIFICATION/CERTIFICATION OF COMPLETED POSITION TASK BOOK FOR THE
POSITION OF

FINAL EVALUATOR’S VERIFICATION

I verify that all tasks have been performed and are documented with appropriate initials.
I also verify that
has performed as a trainee and should therefore be considered for certification in this
position.

FINAL EVALUATOR’S SIGNATURE AND DATE

EVALUATOR’S PRINTED NAME, TITLE, DUTY STATION, AND PHONE NUMBER

AGENCY HEAD RECOMMENDATION FOR CERTIFICATION

| certify that
has met all requirements for qualification in this position and | recommend that they be
certified for the position.

OFFICIAL’S SIGNATURE AND DATE

OFFICIAL’S NAME TITLE, DUTY STATION, AND PHONE NUMBER
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HISTORICAL RECOGNITION

Historical recognition is a process that provides a means by which incident management personnel
who have either:

e Documentation of previous ICS training, education, and experience in an ICS position(s); or

e Documentation of previous extensive on-the-job incident response experience,

may receive credit for that previous experience, training, or qualification(s) and be considered as
meeting the minimum requirements of this guide in the categories of:

e Education;

e Training; and

e EXxperience,

for an ICS position(s) until they have successfully completed the actual minimum requirements for
that position. Historical Recognition does not apply to the categories of Physical/Medical Fitness,
Currency, or certification. The minimum requirements within those categories must be met
regardless of any historical recognition process.

HISTORICAL RECOGNITION PROCESS

If an Authority Having Jurisdiction (AHJ) does not form a Qualifications Committee to assist with
the management of the overall qualifications process, AHJ’s should give strong consideration to at
least forming a committee for the purposes of reviewing and processing applications for Historical
Recognition. Because of the time commitment involved and the potential for perceptions of
favoritism and unequal treatment during the process, other ICS qualifications processes currently
used by federal and state agencies that included a historical recognition provision used review
committees to accomplish that process.

The AHJ should develop a process to provide for the following:

e Developing a method to provide for historical recognition when there is sufficient
documentation available to substantiate the experience;

e Developing a standardized method for any individual to submit documentation of the experience
and training for review by the AHJ or the appropriate review committee established by the AHJ;

e Developing a method to determine if the previous experience or training is appropriate for the
position, keeping in mind the required criteria for the position and the competencies necessary
for safe and successful performance;

e Providing for Historical Recognition only when the individual has most recently performed the
position within the last five years;

e Requiring the individual meet all minimum requirements in this guide for a position if the
individual seeks an ICS position other than the position they were historically recognized for;

e Encouraging all individuals who are historically recognized into a position to complete the
minimum requirements for the positions within five years of being historically recognized.
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INCIDENT MANAGEMENT SYSTEM POSITION TASK BOOK

Position Task Books (PTB) were developed for designated positions as described under the
National Interagency Incident Management System (NIIMS) and have been incorporated into the
National Incident Management System (NIMS). The position task book is used by the authority
having jurisdiction to certify that the person to whom the task book belongs meets the standards
recommended by the DHS Incident Management Systems Integration Division (IMSID).

Each PTB lists the performance requirements (tasks) for the specific position in a format that allows
a trainee to be evaluated against written guidelines. Successful performance of all tasks, as
observed and recorded by an evaluator, will result in a recommendation that the trainee be certified
in that position. Evaluation and confirmation of the individual’s performance of all the tasks may
involve more than one evaluator and can occur on incidents, in classroom simulation, and in other
work situations. Designated PTBs require position performance during which the majority of
required tasks are demonstrated on a single incident. It is important that performance be critically
evaluated and accurately recorded by each evaluator. All tasks must be evaluated. All bullet
statements within a task that require an action (contain an action verb) must be demonstrated before
that task can be signed off.

A brief list of responsibilities also appears below.
RESPONSIBILITIES:

1. The Agency Management is responsible for:
e Selecting trainees based on the needs of their organization or area Incident Management
Teams.
e Providing opportunities for evaluation and/or making the trainee available for evaluation.

2. The Individual is responsible for:

e Reviewing and understanding instructions in the PTB.

e |dentifying desired objectives/goals.

e Providing background information to an evaluator.

e Satisfactorily demonstrating completion of all tasks for an assigned position within three
years.

e Assuring the evaluation record is complete.

e Notifying the local agency head when the PTB is completed, and obtaining their signature
recommending certification.

e Keeping the original PTB in personal records.

3. The Evaluator is responsible for:
e Being qualified and proficient in the position being evaluated.
e Meeting with the trainee and determining past experience, current qualifications, and desired
objectives/goals.
e Reviewing tasks with the trainee.
e Explaining to the trainee the evaluation procedures that will be utilized and which objectives
may be attained.
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Identifying tasks to be performed during the evaluation period.

Accurately evaluating and recording demonstrated performance of tasks. Dating and
initialing completion of the task shall document satisfactory performance. Unsatisfactory
performance shall be documented in the Evaluation Record.

Completing the Evaluation Record found at the end of each PTB.

4. The Final Evaluator is responsible for signing the verification statement inside the front cover
of the PTB when all tasks have been initialed.

5. The Agency Head or designee is responsible for:

Issuing the PTB to document task performance.

Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s
responsibilities.

Tracking progress of the trainee.

Identifying incident evaluation opportunities.

Identifying and assigning an evaluator that can provide a positive experience for the trainee,
and make an accurate and honest appraisal of the trainee’s performance.

Documenting the assignment.

Conducting progress reviews.

Conducting a closeout interview with the trainee and evaluator and assuring that
documentation is proper and complete.

6/15/2009 50f 18





All-Hazard Procurement Unit Leader June 15, 2009

Competency: Assume position responsibilities.
Description: Successfully assume role of Unit Leader within the Finance/Administration Section and
initiate position activities at the appropriate time according to the following behaviors.

TASK C| EVAL. EVALUATOR:
O | RECORD Initial & date
D # upon completion
E of task

Behavior: Ensure availability, qualifications, and capabilities of resources to complete
assignment.

1. Coordinate with Finance/Administration Section Chief and I

other functional areas to obtain resources.

e Order materials and supplies using procedures
established by the section chief.

e Maintain quantities of forms, supplies, and materials at
a level to prevent shortage of any basic needed items.

e Acquire equipment (e.g., radio, telephones, faxes,
computers).

e Ensure appropriate number of personnel to support unit
(e.g., night operational period, increase/reduce staffing).

e Ensure adequate signage for work locations
(e.g., check-in/demobilization/resource).

2. Organize work area to facilitate unit operations. I
e Establish filing system.
e Establish area to receive documents.
o Establish message center (e.g., bulletin board).

Code: O= task can be completed in any situation (classroom, simulation, incident, daily job, etc.)
= task must be performed on an incident
R = rare event — the evaluation assignment may not provide opportunities to demonstrate performance. The evaluator
may be able to determine skills/knowledge through interview or the home office may need to arrange for another
assignment or a simulation.
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June 15, 2009

TASK

mooOn

EVAL.
RECORD
#

EVALUATOR:
Initial & date
upon completion
of task

Behavior: Gather, update, and apply situational informat

ion

relevant to the assignment.

3. Obtain initial briefing from Finance Section Chief or
supervisor.

Names, contact numbers, and positions/functions of host
unit administrative personnel and cooperating/assisting
agencies.

Local administrative guidelines.

Resources assigned and ordered for the incident and the
unit.

Logistical information (e.g., eating, sleeping, shower
hours).

Expectations and section operating procedures.

Copy of Incident Action Plan (IAP) or other relevant
plan.

Unit specific information.

Behavior: Establish effective relationships with relevant personnel.

4. Establish and maintain positive interpersonal and
interagency working relationships.

Behavior: Establish organization structure, reporting procedures, and chain of command
of assigned resources.

5. Organize assigned personnel to meet the needs of the unit.

Behavior: Understand and comply with ICS concepts and principles.

6. Coo

rdinate with functional areas within the ICS structure.

Code: O=

= task must be performed on an incident

R =

6/15/2009

task can be completed in any situation (classroom, simulation, incident, daily job, etc.)

rare event — the evaluation assignment may not provide opportunities to demonstrate performance. The evaluator

may be able to determine skills/knowledge through interview or the home office may need to arrange for another

assignment or a simulation.
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Competency: Lead assigned personnel.

June 15, 2009

Description: Influence, guide, and direct assigned personnel to accomplish objectives and desired

outcomes in a rapidly changing, high-risk environment.

TASK C| EVAL. EVALUATOR:
O | RECORD Initial & date
D # upon completion
E of task
Behavior: Model leadership values and principles.
7. Exhibit principles of duty. I
e Be proficient in your job, both technically and as a
leader.
e Make sound and timely decisions.
Ensure tasks are understood, supervised and
accomplished.
o Develop your subordinates for the future.
8. Exhibit principles of respect. I
e Know your subordinates and look out for their well-
being.
e Keep your subordinates informed.
e Build the team.
e Employ your subordinates in accordance with their
capabilities.
9. Exhibit principles of integrity. I
e Know yourself and seek improvement.
e Seek responsibility and accept responsibility for your
actions.
e Set the example.
Behavior: Ensure the safety, welfare, and accountability of assigned personnel.
10. Provide for the safety and welfare of assigned resources. I
¢ Monitor condition of assigned resources.
e Account for assigned resources.
e Provide for care of assigned personnel and notify
supervisor in event of sickness, injury, or accident.
Code: O= task can be completed in any situation (classroom, simulation, incident, daily job, etc.)
= task must be performed on an incident
R = rare event — the evaluation assignment may not provide opportunities to demonstrate performance. The evaluator

may be able to determine skills/knowledge through interview or the home office may need to arrange for another

assignment or a simulation.
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June 15, 2009

TASK

mooOn

EVAL.
RECORD
#

EVALUATOR:
Initial & date
upon completion
of task

Behavior: Establish work assignments and performance expectations, monitor

performance, and provide feedback.

11. Complete daily review of staffing requirements and ensure
adequate personnel to meet needs.

12. Develop schedule/assignments based on IAP or relevant
plan.

13. Ensure subordinates understand assignment for operational
period.

14. Continually evaluate performance.
e Communicate deficiencies immediately and take
corrective action.
e Provide training opportunities where available.
Complete personnel performance evaluations according
to agency guidelines.

Behavior: Emphasize teamwork.

15. Establish cohesiveness among assigned resources.
e Provide for open communication.
e Seek commitment.
e Set expectations for accountability.
e Focus on the team result.

Code: O= task can be completed in any situation (classroom, simulation, incident, daily job, etc.)

1= task must be performed on an incident

= rare event — the evaluation assignment may not provide opportunities to demonstrate performance. The evaluator
may be able to determine skills/knowledge through interview or the home office may need to arrange for another

assignment or a simulation.
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Behavior: Coordinate interdependent activities.

TASK C| EVAL. EVALUATOR:
O | RECORD Initial & date
D # upon completion
E of task

16. Coordinate with other units and sections for completion of |
work assignments.
e Assist other sections to meet priorities and time frames.
e Receive and transmit needed information.

17. Coordinate and interact with incident agency. I
e Procurement staff - ensure agency guidelines are
followed.
e Buying team - facilitate incident procurement needs.
e Payment team - meet specific requirements.

18. Provide contract administration guidance to logistics and I
operations.
e Emergency Equipment Rental Agreements
o  Shift tickets
o Fuel issues

Code: O= task can be completed in any situation (classroom, simulation, incident, daily job, etc.)
= task must be performed on an incident
= rare event — the evaluation assignment may not provide opportunities to demonstrate performance. The evaluator
may be able to determine skills/knowledge through interview or the home office may need to arrange for another
assignment or a simulation.
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Competency: Communicate effectively.

June 15, 2009

Description: Use suitable communication techniques to share relevant information with appropriate
personnel on a timely basis to accomplish objectives in a rapidly changing, high-risk environment.

TASK

C
@)
D
E

EVAL.
RECORD
#

EVALUATOR:
Initial & date
upon completion
of task

Behavior: Ensure relevant information is exchanged during briefings and debriefings.

19. Brief and keep subordinates informed and updated.
e Ensure unit leader expectations are communicated and
understood.

20. Attend incident operational briefings and meetings as
directed.
e Provide information as requested.
o Keep supervisor informed of issues and potential
problems.

21. Participate in functional area briefings and conduct unit
After Action Reviews (AARs), as appropriate.

Code: O= task can be completed in any situation (classroom, simulation, incident, daily job, etc.)

= task must be performed on an incident

R = rare event — the evaluation assignment may not provide opportunities to demonstrate performance. The evaluator
may be able to determine skills/knowledge through interview or the home office may need to arrange for another

assignment or a simulation.
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June 15, 2009

TASK

mooOn

EVAL.
RECORD
#

EVALUATOR:
Initial & date
upon completion
of task

Behavior: Ensure documentation is complete and disposition

is appropriate.

22.

Review and approve subordinate time reports.

23.

Submit completed original documents at appropriate time
(e.g., each operational period, final package).

e |ICS 213, General Message

e ICS 214, Unit Log

24.

Compile unit documentation for final incident package.

25.

Ensure auditing process is established.
e Ensure mandatory days off and deductions are posted
for contracted resources.

26.

Review paperwork for accuracy and ensure payment
packages are completed and transmitted to appropriate
administrative processing agency.

27.

Ensure time is recorded and other relevant documents are
completed for contracted resources.

28.

Establish tracking method for fuel, repair and commissary
issues.

Code: O= task can be completed in any situation (classroom, simulation, incident, daily job, etc.)
= task must be performed on an incident
R = rare event — the evaluation assignment may not provide opportunities to demonstrate performance. The evaluator

may be able to determine skills/knowledge through interview or the home office may need to arrange for another

assignment or a simulation.
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June 15, 2009

TASK

mooOn

EVAL.
RECORD
#

EVALUATOR:
Initial & date
upon completion
of task

Behavior: Gather, produce and distribute information as required by established

guidelines and ensure understanding by recipient.

29. Prepare information for preplanning/strategy meeting.
o Display information appropriate for next operational
period.

30. Prepare input to final narrative and transition plan as
requested.

Code: O= task can be completed in any situation (classroom, simulation, incident, daily job, etc.)

= task must be performed on an incident

= rare event — the evaluation assignment may not provide opportunities to demonstrate performance. The evaluator
may be able to determine skills/knowledge through interview or the home office may need to arrange for another

assignment or a simulation.
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Competency: Ensure completion of assigned actions to meet identified

objectives.

Description: Identify, analyze, and apply relevant situational information and evaluate actions to
complete assignments safely and meet identified objectives. Complete actions within established
timeframe.

TASK C| EVAL. EVALUATOR:
O | RECORD Initial & date
D # upon completion
E of task

Behavior: Gather, analyze, and validate information pertinent to the incident or event and
make recommendations for setting priorities.

31. Evaluate available information and make recommendations |
to support incident.
o Workload priorities
o Staff assignments
e Information requests
e Cost effective utilization of resources

Behavior: Administer and/or apply agency policy, contracts and agreements.

32. Ensure agreement and contract documents are in place to I
meet incident needs and are properly administered.
o Facilitate resolution to controversial issues.
¢ Resolve contractor claims and disputes within delegated
authority.
o Review for underutilized or costly contract resources.
e Coordinate modifications with Contracting Officer.

Behavior: Follow established procedures and/or safety procedures relevant to given
assignment.

33. Ensure established guidelines are followed. I
e Work/rest
e Agency safety standards and procedures

Code: O= task can be completed in any situation (classroom, simulation, incident, daily job, etc.)
= task must be performed on an incident
R = rare event — the evaluation assignment may not provide opportunities to demonstrate performance. The evaluator
may be able to determine skills/knowledge through interview or the home office may need to arrange for another
assignment or a simulation.
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All-Hazard Procurement Unit Leader

June 15, 2009

TASK

mooOn

EVAL.
RECORD
#

EVALUATOR:
Initial & date
upon completion
of task

Behavior: Gather, analyze, and validate information pertinent to the incident or event and

make recommendations for setting priorities.

34. Review excessive shift lengths and ensure mitigation
measures are documented.

Behavior: Transfer position duties while ensuring continuity of authority and knowledge

and taking into account the increasing or decreasing incident complexity.

35. Coordinate an efficient transfer of position duties when
mobilizing/demobilizing (e.g., incoming Incident
Management Team (IMT), host agency).
¢ Inform subordinate staff and IC.

o Document follow-up action needed and submit to
supervisor.

36. Ensure financial documentation packages are submitted to
processing agency.

Behavior: Plan for demobilization and ensure demobilization procedures are followed.

37. Anticipate demobilization of resources.
¢ Identify excess resources.
o Prepare schedule for demobilization.

38. Restrict purchases of commissary, fuel, and/or equipment
repairs based on demobilization schedule.

39. Ensure demobilization of resources.
e Brief subordinate staff on demobilization procedures
and responsibilities.
o Ensure incident and agency demobilization procedures
are followed.

Code: O= task can be completed in any situation (classroom, simulation, incident, daily job, etc.)

= task must be performed on an incident

R = rare event — the evaluation assignment may not provide opportunities to demonstrate performance. The evaluator
may be able to determine skills/knowledge through interview or the home office may need to arrange for another

assignment or a simulation.
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INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD

There are four separate blocks allowing evaluations to be made. These evaluations may be made on incidents, simulations
in classroom, or in daily duties, depending on what the position task book indicates. This should be sufficient for
qualification in the position if the individual is adequately prepared. If additional blocks are needed, a page can be copied
from a blank task book and attached.

COMPLETE THESE ITEMS AT THE START OF THE EVALUATION PERIOD:

Evaluator’s name, incident/office title, and agency: List the name of the Evaluator, his/her incident position or office
title, and agency.

Evaluator’s home unit address and phone: Self-explanatory

#: The number next to the evaluator’s name in the upper left corner of the evaluation record identifies a particular
incident or group of incidents. This number should be placed in the column labeled “Evaluation Record #” on the PTB
for each task performed satisfactorily. This number will enable reviewers of the completed PTB to ascertain the
qualifications of the different evaluators prior to making the appropriate sign-off on the PTB.

Location of Incident/Simulation: Identify the location where the tasks were performed by agency and office.
Incident Kind: Enter kind of incident; e.g., hazmat, wildland fire, structural fire, search and rescue, flood, tornado, etc.

COMPLETE THESE ITEMS AT THE END OF THE EVALUATION PERIOD:

Number and Type of Resources: Enter the number of resources and types assigned to the incident pertinent to the
Trainee’s task book position.

Duration: Enter inclusive dates during which the Trainee was evaluated. This block may indicate a span of time
covering several small and similar incidents if the Trainee has been evaluated on that basis; e.g., several initial attack
wildfires in similar fuel types.

Recommendation: Check as appropriate and/or make comments regarding the future needs for development of this
trainee.

Date: List the date the record is being completed.

Evaluator’s initials: Initial here to authenticate your recommendations and to allow for comparison with initials in the
PTB.

Evaluator’s relevant certification: List your certification relevant to the Trainee position you supervised.
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Evaluation Record

TRAINEE NAME TRAINEE POSITION

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

Evaluator’s home unit address & phone:

Name and Location Incident Kind Number & Type of Duration
of Incident or (hazmat, tornado, flood, Resources (inclusive dates
Situation structural fire, wildfire, Pertinent to in trainee status)
(agency & area) search & rescue, etc.) Trainee’s Position
to

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:

Date:

Evaluator’s initials:

Evaluator’s relevant agency certification or rating:

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

Evaluator’s home unit address & phone:

Name and Location Incident Kind Number & Type of Duration
of Incident or (hazmat, tornado, flood, Resources (inclusive dates
Situation structural fire, wildfire, Pertinent to in trainee status)
(agency & area) search & rescue, etc.) Trainee’s Position
to

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:

Date:

Evaluator’s initials:

Evaluator’s relevant agency certification or rating:
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Evaluation Record
(Continuation Sheet)

TRAINEE NAME TRAINEE POSITION

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

Evaluator’s home unit address & phone:

Name and Location Incident Kind Number & Type of Duration
of Incident or (hazmat, tornado, flood, Resources (inclusive dates
Situation structural fire, wildfire, Pertinent to in trainee status)
(agency & area) search & rescue, etc.) Trainee’s Position
to

1]

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:

Date:

Evaluator’s initials:

Evaluator’s relevant agency certification or rating:

I+

4 | Evaluator’s name:
Incident/office title & agency:

Evaluator’s home unit address & phone:

Name and Location Incident Kind Number & Type of Duration
of Incident or situation | (hazmat, tornado, flood, Resources (inclusive dates
(agency & area) structural fire, wildfire, Pertinent to in trainee status)
search & rescue, etc.) Trainee’s Position
to

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:

Date:

Evaluator’s initials:

Evaluator’s relevant agency certification or rating:
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POSITION TASK BOOK FOR THE POSITION OF

ALL-HAZARD
PLANNING SECTION CHIEF

Version: June 15, 2009

POSITION TASK BOOK ASSIGNED TO:

INDIVIDUAL’S NAME, DUTY STATION, AND PHONE NUMBER

POSITION TASK BOOK INITIATED BY:

OFFICIAL’S NAME, TITLE, DUTY STATION, AND PHONE NUMBER

LOCATION AND DATE THAT POSITION TASK BOOK WAS INITIATED






All-Hazard Planning Section Chief June 15, 2009

EVALUATOR

DO NOT COMPLETE THIS UNLESS YOU ARE RECOMMENDING THE TRAINEE FOR CERTIFICATION

VERIFICATION/CERTIFICATION OF COMPLETED POSITION TASK BOOK FOR THE
POSITION OF

FINAL EVALUATOR’S VERIFICATION

I verify that all tasks have been performed and are documented with appropriate initials.
I also verify that
has performed as a trainee and should therefore be considered for certification in this
position.

FINAL EVALUATOR’S SIGNATURE AND DATE

EVALUATOR’S PRINTED NAME, TITLE, DUTY STATION, AND PHONE NUMBER

AGENCY HEAD RECOMMENDATION FOR CERTIFICATION

I certify that
has met all requirements for qualification in this position and | recommend that they be
certified for the position.

OFFICIAL’S SIGNATURE AND DATE

OFFICIAL’S NAME TITLE, DUTY STATION, AND PHONE NUMBER
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HISTORICAL RECOGNITION

Historical recognition is a process that provides a means by which incident management
personnel who have either:

e Documentation of previous ICS training, education, and experience in an ICS position(s); or
e Documentation of previous extensive on-the-job incident response experience,

may receive credit for that previous experience, training, or qualification(s) and be considered as
meeting the minimum requirements of this guide in the categories of:

e Education;

e Training; and

e Experience,

for an ICS position(s) until they have successfully completed the actual minimum requirements
for that position. Historical Recognition does not apply to the categories of Physical/Medical
Fitness, Currency, or certification. The minimum requirements within those categories must be
met regardless of any historical recognition process.

HISTORICAL RECOGNITION PROCESS

If an Authority Having Jurisdiction (AHJ) does not form a Qualifications Committee to assist
with the management of the overall qualifications process, AHJ’s should give strong
consideration to at least forming a committee for the purposes of reviewing and processing
applications for Historical Recognition. Because of the time commitment involved and the
potential for perceptions of favoritism and unequal treatment during the process, other ICS
qualifications processes currently used by federal and state agencies that included a historical
recognition provision used review committees to accomplish that process.

The AHJ should develop a process to provide for the following:

e Developing a method to provide for historical recognition when there is sufficient
documentation available to substantiate the experience;

e Developing a standardized method for any individual to submit documentation of the
experience and training for review by the AHJ or the appropriate review committee
established by the AHJ;

e Developing a method to determine if the previous experience or training is appropriate for
the position, keeping in mind the required criteria for the position and the competencies
necessary for safe and successful performance;

e Providing for Historical Recognition only when the individual has most recently performed
the position within the last five years;

e Requiring the individual meet all minimum requirements in this guide for a position if the
individual seeks an ICS position other than the position they were historically recognized for;

e Encouraging all individuals who are historically recognized into a position to complete the
minimum requirements for the positions within five years of being historically recognized.
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INCIDENT MANAGEMENT SYSTEM POSITION TASK BOOK

Position Task Books (PTB) were developed for designated positions as described under the
National Interagency Incident Management System (NIIMS) and have been incorporated into the
National Incident Management System (NIMS). The position task book is used by the authority
having jurisdiction to certify that the person to whom the task book belongs meets the standards
recommended by the National (NIMS) Integration Center (NIC).

Each PTB lists the performance requirements (tasks) for the specific position in a format that
allows a trainee to be evaluated against written guidelines. Successful performance of all tasks,
as observed and recorded by an evaluator, will result in a recommendation that the trainee be
certified in that position. Evaluation and confirmation of the individual’s performance of all the
tasks may involve more than one evaluator and can occur on incidents, in classroom simulation,
and in other work situations. Designated PTBs require position performance during which the
majority of required tasks are demonstrated on a single incident. It is important that performance
be critically evaluated and accurately recorded by each evaluator. All tasks must be evaluated.
All bullet statements within a task that require an action (contain an action verb) must be
demonstrated before that task can be signed off.

A brief list of responsibilities also appears below.
RESPONSIBILITIES:

1. The Agency Management is responsible for:
e Selecting trainees based on the needs of their organization or area Incident Management
Teams.
e Providing opportunities for evaluation and/or making the trainee available for evaluation.

2. The Individual is responsible for:

e Reviewing and understanding instructions in the PTB.

e ldentifying desired objectives/goals.

e Providing background information to an evaluator.

e Satisfactorily demonstrating completion of all tasks for an assigned position within three
years.

e Assuring the evaluation record is complete.

e Notifying the local agency head when the PTB is completed, and obtaining their
signature recommending certification.

e Keeping the original PTB in personal records.

3. The Evaluator is responsible for:
e Being qualified and proficient in the position being evaluated.
e Meeting with the trainee and determining past experience, current qualifications, and
desired objectives/goals.
e Reviewing tasks with the trainee.
e Explaining to the trainee the evaluation procedures that will be utilized and which
objectives may be attained.
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e ldentifying tasks to be performed during the evaluation period.

e Accurately evaluating and recording demonstrated performance of tasks. Dating and
initialing completion of the task shall document satisfactory performance. Unsatisfactory
performance shall be documented in the Evaluation Record.

e Completing the Evaluation Record found at the end of each PTB.

4. The Final Evaluator is responsible for signing the verification statement inside the front
cover of the PTB when all tasks have been initialed.

5. The Agency Head or designee is responsible for:

e Issuing the PTB to document task performance.

e Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s
responsibilities.

e Tracking progress of the trainee.

e Identifying incident evaluation opportunities.

e Identifying and assigning an evaluator that can provide a positive experience for the
trainee, and make an accurate and honest appraisal of the trainee’s performance.

e Documenting the assignment.

e Conducting progress reviews.

e Conducting a closeout interview with the trainee and evaluator and assuring that
documentation is proper and complete.
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Competency 1: Assume position responsibilities

Description: Successfully assume role of Planning Section Chief and initiate position activities at
the appropriate time according to the following behaviors.

Behavior 1: Ensure readiness for assignment.

TASK CODE | EVALUATION | EVALUATOR
RECORD #

1. Obtain and assemble information and materials (@]
needed for kit. Kit will be assembled and prepared prior
to receiving an assignment. Kit will contain critical items
needed for the assignment and items needed for
functioning during the first 48 hours. Kit will be easily
transportable and within agency weight limitation. The
basic information and materials needed may include, but
is not limited to, any of the following:

Reference Material
o References appropriate for the incident type and
agencies involved.
PMS 410-1, Fireline Handbook.
Field Operations Guide ICS 420-1.
Position manuals for the section.
Individual checklists/reminders.
e |MT contact information.
Forms

ICS Form 202, Incident Objectives.

ICS Form 203, Organization Assignment List.

ICS Form 204, Division Assignment.

ICS Form 207, Organization Chart.

ICS Form 209, Incident Status Summary.

ICS Form 211, Check-In List.

ICS Form 213, General Message.

ICS Form 214, Unit Log.

ICS Form 215, Operational Planning Worksheet.

ICS Form 215 WS, (wall size).

ICS Form 215a, Incident Safety Analysis.

ICS Form 215a WS, (wall size).

ICS Form 219-1 through 219-19, Resource Status

Cards.

e ICS Form 220, Air Operations Summary
Worksheet.

e Agency specific forms appropriate to the

function.

Code: O= task can be completed in any situation (classroom, simulation, incident, daily job, etc.)
= task must be performed on an incident
R = rare event — the evaluation assignment may not provide opportunities to demonstrate performance. The evaluator may
be able to determine skills/knowledge through interview or the home office may need to arrange for another
assignment or a simulation.
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Supplies
e Pens/pencils/note paper/etc.
o Office supplies appropriate to the function.

2. Arrive properly equipped at incident assigned |
location within acceptable time limits.

3. Check in according to agency guidelines. |

Behavior 2: Ensure availability, qualifications, and capabilities of resources to complete
assignment.

TASK CODE | EVALUATION | EVALUATOR
RECORD #

1. Identify Units within the Section to be activated and |
resources required for Section operations.

2. Utilize technical specialists, operations personnel, and | |
local agency(s) personnel.

3. Ensure that planning meeting location is well |
organized. Required resources are in place prior to each
meeting.

e Large ICS Form 215 and ICS Form 215A.
Large scale schematic map of incident.
Flip charts.
Felt tip markers.
Planning meeting Agenda

Behavior 3: Gather, update, and apply situational information relevant to the assignment.

TASK CODE | EVALUATION | EVALUATOR
RECORD #

1. Obtain complete information from dispatch upon 0]
activation.

e Incident name.
Incident order number.
Request number.
Reporting location.
Reporting time.
Transportation arrangements/travel routes.
Contact procedures during travel
(telephone/radio).

Code: O= task can be completed in any situation (classroom, simulation, incident, daily job, etc.)
1= task must be performed on an incident
R = rare event — the evaluation assignment may not provide opportunities to demonstrate performance. The evaluator may
be able to determine skills/knowledge through interview or the home office may need to arrange for another
assignment or a simulation.
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2. Gather information necessary to assess incident |

assignment and determine immediate needs and actions.
¢ Incident Commander’s name and agency address.

Type of incident.

Current resource commitments.

Current situation.

Expected duration of assignment.

Terrain.

Weather.

Agency Administrator's briefing/other briefing

requirements (as appropriate).

3. Obtain briefing from Agency Administrator/ outgoing |
Incident Commander and gather information.

o Ensure that briefings from Agency
Administrator/outgoing Incident Commander are
complete and include, as a minimum description:
Incident Objectives, ICS Form 201,
organizational structure (area command or single
organization), special considerations on the
incident, the current national situation and
Wildland Fire Situation Analysis (if wildland fire

incident).

o Obtain anticipated incident duration, size, and
type.

e Complete the appropriate checklist for takeover
of incidents.

e Obtain initial instructions concerning the tasks
expected of the planning section.

e Receive expected timeframes for briefings,
planning meetings, and team meetings.

4. Collect information from outgoing Planning Section |
Chief, initial Incident Commander or other personnel
responsible for incident prior to your arrival.
e Obtain status of incident and assigned resources.
e Obtain status of existing Planning Section.
e Obtain information on location situations; e.g.,
ICP/base locations, medical facilities, road
closures, camp locations, etc.

Code: O= task can be completed in any situation (classroom, simulation, incident, daily job, etc.)
= task must be performed on an incident
= rare event — the evaluation assignment may not provide opportunities to demonstrate performance. The evaluator may
be able to determine skills/knowledge through interview or the home office may need to arrange for another
assignment or a simulation.
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Behavior 4: Establish effective relationships with relevant personnel.

TASK CODE | EVALUATION | EVALUATOR
RECORD #

1. Establish and maintain positive interpersonal and |
interagency working relationships.

e Local agencies.

Hosting unit.

Public.

Division/Group Supervisors.
Command and General Staff.

2. Create a work environment that provides mutual |
respect and equal opportunity for all personnel assigned
to the incident.

Behavior 5: Understand and comply with ICS concepts and principles.

TASK CODE | EVALUATION | EVALUATOR
RECORD #

1. Maintain appropriate span of control. |

2. Demonstrate knowledge of ICS structure, principles, |
positions, and ICS forms.

3. Understand scope, roles, responsibilities, jurisdiction, |
and authority of responder agencies.

4. Assure execution of appropriate administrative |
requirements (to include documentation, ICS forms,
personnel and equipment time records, performance

ratings).
Code: O= task can be completed in any situation (classroom, simulation, incident, daily job, etc.)
= task must be performed on an incident
R = rare event — the evaluation assignment may not provide opportunities to demonstrate performance. The evaluator may

be able to determine skills/knowledge through interview or the home office may need to arrange for another
assignment or a simulation.
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Competency 2: Lead assigned personnel

Description: Influence, guide, and direct assigned personnel to accomplish objectives and desired
outcomes in a rapidly changing, high-risk environment.

Behavior 1: Model leadership principles of Duty, Respect and Integrity.

TASK CODE | EVALUATION | EVALUATOR
RECORD #

1. Exhibit principles of duty. I
e Be proficient in your job, both technically and as
a leader.
e Make sound and timely decisions.
o Ensure that tasks are understood, supervised and
accomplished.
o Develop your subordinates for the future.

2. Exhibit principles of respect. I
e Know your subordinates and look out for their
well-being.
Keep your subordinates informed.
e Build the team.
Employ your subordinates in accordance with
their capabilities.

3. Exhibit principles of integrity. I
e Know yourself and seek improvement.
o Seek responsibility and accept responsibility for
your actions.
o Set the example.

Behavior 2: Ensure the safety, welfare, and accountability of assigned personnel.

TASK CODE | EVALUATION | EVALUATOR
RECORD #

1. Recognize potentially hazardous situations. |

2. Inform subordinates of hazards. |

3. Control positions and function of resources. |

4. Ensure that special precautions are taken when |
extraordinary hazards exist.

Code: O= task can be completed in any situation (classroom, simulation, incident, daily job, etc.)
= task must be performed on an incident
R = rare event — the evaluation assignment may not provide opportunities to demonstrate performance. The evaluator may
be able to determine skills/knowledge through interview or the home office may need to arrange for another
assignment or a simulation.
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5. Ensure adequate rest is provided to all unit personnel. | |

6. Ensure that rest, recuperation, and release |
requirements of resources are tracked and preparations
are made to meet them (including requirements by terms
of employment).

Behavior 3: Establish work assignments and performance expectations, monitor performance,
and provide feedback.

TASK CODE | EVALUATION | EVALUATOR
RECORD #

1. Establish priorities and coordinate units within the I
section.

2. Perform the duties of a Resources Unit Leader I
according to the most current version of the Field
Operations Guide (ICS 420-1).
e Maintain status of all assigned resources (primary
and support) at an incident.
Oversee check-in of all resources.
Maintain a status-keeping system indicating current
location and status of all resources.
e Maintain a master list of all resources (e.g, key
supervisory personnel, primary and support
resources, etc.).

3. Perform the duties of a Situation Unit Leader I

according to the most current version of the Field

Operations Guide (ICS 420-1).

e Ensure the collection, processing, and organizing of
all incident information.

e Asneeded, prepare future projections of incident
growth, maps, and intelligence.

4. Perform the duties of a Documentation Unit Leader I

according to the most current version of the Field

Operations Guide (ICS 420-1).

e Maintain accurate and up-to-date incident files.

e Provide duplication services.

e Ensure proper storage of incident files for legal,
analytical, and historical purposes.

Code: O= task can be completed in any situation (classroom, simulation, incident, daily job, etc.)
= task must be performed on an incident
R = rare event — the evaluation assignment may not provide opportunities to demonstrate performance. The evaluator may
be able to determine skills/knowledge through interview or the home office may need to arrange for another
assignment or a simulation.
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5. Perform the duties of a Demobilization Unit Leader I
according to the most current version of the Field
Operations Guide (ICS 420-1).

o Develop the Incident Demobilization Plan.

6. Communicate job performance requirements to I
subordinates.

7. Continuously evaluate performance. I

8. Communicate deficiencies immediately and take I
corrective action.

9. Identify training needs and provide opportunities for | |
training.

10. Prepare and discuss formal performance evaluation. | |

11. Ensure that necessary support staff is aware of I
planning meeting assignments.
e Situation Unit Leader has accurate and current
incident, regional and national situation status.
o Resources Unit Leader has accurate and current
status of resources on the incident as well as
regionally and nationally.
e Technical specialist input is presented.
e Arrangements are made for documentation and
recording of applicable information.

12. Ensure Resources Unit Leader is aware of tactics I
meeting and operational briefing assignment.

Behavior 4: Emphasize teamwork.

TASK CODE | EVALUATION | EVALUATOR
RECORD #

1. Establish cohesiveness among assigned resources. |
Establish trust through open communication.
Require commitment.

Set expectations of accountability.

Bring focus to the team result.

Code: O= task can be completed in any situation (classroom, simulation, incident, daily job, etc.)
= task must be performed on an incident
= rare event — the evaluation assignment may not provide opportunities to demonstrate performance. The evaluator may
be able to determine skills/knowledge through interview or the home office may need to arrange for another
assignment or a simulation.

6/15/2009 Page 12 of 24





All-Hazard Planning Section Chief June 15, 2009

Behavior 5: Coordinate interdependent activities.

TASK CODE | EVALUATION | EVALUATOR
RECORD #

1. Interact and coordinate with all command and general | |
staff.

2. Coordinate incident rehabilitation needs. I

e Coordinate with responsible agencies.

e Work with technical specialist(s) e.g., hazardous
materials specialist, environmental specialists;
Burned Area Emergency Rehabilitation Team,
and keep updated on their activities.

o Review the list of rehabilitation needs daily for
accuracy ensuring that all units are demobilized
in a timely and complete manner.

Code: O= task can be completed in any situation (classroom, simulation, incident, daily job, etc.)
= task must be performed on an incident
= rare event — the evaluation assignment may not provide opportunities to demonstrate performance. The evaluator may

be able to determine skills/knowledge through interview or the home office may need to arrange for another
assignment or a simulation.
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Competency 3: Communicate effectively

Description: Use suitable communication techniques to share relevant information with
appropriate personnel on a timely basis to accomplish objectives in a rapidly changing, high risk
environment.

Behavior 1: Ensure all relevant information is exchanged during check-in, briefings and
debriefings.

TASK CODE | EVALUATION | EVALUATOR
RECORD #

1. Attend Agency Administrator and/or outgoing I
Incident Commander briefing.
o Obtain a completed analysis of the incident; e.g.,
a Wildland Fire Situation Analysis (WFSA) for a
wildland fire, or support the development of an
analysis, a written Delegation of Authority, a
copy of the most recent ICS Form 209, map(s) of
the incident, and a completed ICS Form 201.
o Complete the appropriate checklist for takeover
of large incidents.
e Get copies of current resource orders and those
resources committed to incident.
e Obtain key contact list with phone and fax
numbers.

2. Obtain briefing from your Incident Commander. May | |
be one-on-one or at an initial strategy meeting or other
team meeting.
e Receive Incident Commander's priorities, goals,
and objectives for the incident management team.
e Receive Incident Commander's priorities, goals,
and objectives for the incident.
e Obtain initial instructions concerning the tasks
expected of the planning section.
o Receive expected timeframes for briefings,
planning meetings, and team meetings.

3. Collect information from outgoing section chief, |
initial Incident Commander or other personnel with
information relevant to your section.
e Obtain status of incident and assigned resources.
e Obtain status of existing planning section.
o Evaluate and replace or order positions in
planning section, as needed.

Code: O= task can be completed in any situation (classroom, simulation, incident, daily job, etc.)
= task must be performed on an incident
R = rare event — the evaluation assignment may not provide opportunities to demonstrate performance. The evaluator may
be able to determine skills/knowledge through interview or the home office may need to arrange for another
assignment or a simulation.
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4. ldentify who needs to attend operational period |
briefings.
e Post in conspicuous locations time of briefings,
location, and required attendees.

5. Facilitate the operational period briefing, particularly | |
emphasizing any changes from the written 1AP.

6. Debrief Agency Administrator. |
e Participate in debriefing.

7. Participate in after-incident review per agency policy. | |

Behavior 2: Ensure documentation is complete and disposition is appropriate.

TASK CODE | EVALUATION | EVALUATOR
RECORD #

1. Ensure an incident summary e.g., ICS Form 209 is |
completed within established timeframes.
¢ Review for accuracy and completeness, approve,
sign, and submit to appropriate office.
e Make sure priorities and special considerations
are specified.

2. Ensure that all personnel and equipment time records | |
are complete and have been submitted to the Time Unit
Leader at the end of each operational period.

3. Submit to the documentation unit completed and |
legible ICS Form 214 Unit Logs containing pertinent
information for each operational period.

4. Ensure all required incident reports and narrative are | |
completed to agreed upon standards prior to leaving
incident.

5. Properly assemble and file up-to-date incident |
records.

Code: O= task can be completed in any situation (classroom, simulation, incident, daily job, etc.)
= task must be performed on an incident
R = rare event — the evaluation assignment may not provide opportunities to demonstrate performance. The evaluator may
be able to determine skills/knowledge through interview or the home office may need to arrange for another
assignment or a simulation.
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Behavior 3: Gather, produce and distribute information as required by established guidelines
and ensure understanding by recipient.

TASK CODE | EVALUATION | EVALUATOR
RECORD #

1. Establish and maintain incident planning cycle. I

o Publish and post planning cycle at appropriate
locations.

o Distribute cycle to Incident Commander,
command and general staff, and other appropriate
personnel.

o Facilitate meeting and briefings during the
planning cycle.

Behavior 4: Communicate and assure understanding of work expectations within the chain of
command and across functional areas.

TASK CODE | EVALUATION | EVALUATOR
RECORD #

1. Evaluate and share with incident management team |
members, all information for your section and what is
anticipated for incident operations based on expected
duration, size, type of incident, potential values to be
protected, and jurisdictional involvement.

Behavior 5: Develop and implement plans and gain concurrence of affected agencies and the
public.

TASK CODE | EVALUATION | EVALUATOR
RECORD #

1. Ensure planning staff completes required elements of | |
the Incident Action Plan (1AP) within required
timeframes.
e Obtain elements from other appropriate sections
within established timeframes.
e Assemble the elements into an IAP.
e Ensure the IAP meets incident objectives and is
congruent with approved strategic plan; i.e.,
WFSA.
o Develop contingency plan(s) as needed
(evacuation/sheltering, structure protection, etc.).
e Obtain the Incident Commander's approval and
signature on IAP.

Code: O= task can be completed in any situation (classroom, simulation, incident, daily job, etc.)
1= task must be performed on an incident
R = rare event — the evaluation assignment may not provide opportunities to demonstrate performance. The evaluator may
be able to determine skills/knowledge through interview or the home office may need to arrange for another
assignment or a simulation.
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o Identify how many copies of IAP are needed.

o Ensure documentation unit makes and distributes
appropriate copies of AP to key people.

o |dentify information from the 1AP that needs to
be known prior to the operational period briefing
and who needs to know.

e Provide accurate information to these individuals
prior to the operational period briefing; e.g., air
operations, ground support, food unit, supply
unit, and agency dispatch.

2. Ensure the agency's incident strategic plan is I
appropriate.
o If it needs revision the Agency Administrator is
responsible (may ask the Incident Commander to
revise for the Agency Administrator's approval).

3. Consider demobilization early enough during the I
incident so that an adequate demobilization plan is in
place prior to the actual need to release resources.

e Ensure demobilization plan is complete and
signed.

o Develop in coordination with command and
general staff and agency dispatch.

o Request all sections submit names or lists of
surplus or potentially surplus personnel and
resources to demobilization unit 48 hours in
advance of them becoming surplus.

e Schedule surplus resources and personnel for
proper demobilization.

Code: O= task can be completed in any situation (classroom, simulation, incident, daily job, etc.)
= task must be performed on an incident
= rare event — the evaluation assignment may not provide opportunities to demonstrate performance. The evaluator may
be able to determine skills/knowledge through interview or the home office may need to arrange for another
assignment or a simulation.
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Competency 4: Ensure completion of assigned actions to meet identified
objectives

Description: Identify, analyze, and apply relevant situational information and evaluate actions to
complete assignments safely and meet identified objectives. Complete actions within established
timeframe.

Behavior 1: Administer and/or apply agency policy, contracts and agreements.

TASK CODE | EVALUATION | EVALUATOR
RECORD #

1. Display, describe, and utilize necessary agency I
policy, legal and fiscal constraints, and political
considerations to be used in the planning meeting to
review adequacy of strategic plans (WFSA for wildland
fire incident) and in development of Incident Action Plan
(IAP).

Behavior 2: Gather, analyze and validate information pertinent to the incident or event and
make recommendations for setting priorities.

TASK CODE | EVALUATION | EVALUATOR
RECORD #

1. Evaluate and monitor current situation. I

e Determine if present plan of action will meet
incident objectives.

e Determine if the present plan is congruent with
the incident strategic plan; i.e., WFSA.

e Identify current and potential problems and
concerns.

e Advise Incident Commander and other
appropriate incident management team
personnel.

2. Collect, evaluate and process resource and situational | |
incident information to provide the basis of the IAP.

Behavior 3: Take appropriate action based on assessed risks.

TASK CODE | EVALUATION | EVALUATOR
RECORD #

1. Establish priorities and coordinate units within the I
section.

Code: O= task can be completed in any situation (classroom, simulation, incident, daily job, etc.)
= task must be performed on an incident

R = rare event — the evaluation assignment may not provide opportunities to demonstrate performance. The evaluator may

be able to determine skills/knowledge through interview or the home office may need to arrange for another
assignment or a simulation.
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2. Schedule and conduct planning meetings |

e Inform identified planning meeting attendees of
the time, location, and information expected of
them for the meeting.

o Define objectives, agenda, and time expectations
for the planning meeting.

e Agree to and post at appropriate locations, the
planning meeting agenda.

o Identify or reaffirm incident objectives (Incident
Commander [IC] identifies or approves
objectives. The IC should address objectives or
ask the Planning Section Chief to do so).

o Display, describe, and utilize necessary agency
policy, legal and fiscal constraints, and political
considerations to be used in the planning meeting
to review adequacy of strategic plans and in
development of Incident Action Plan (1AP).

e Present accurate, adequate, and current situation
and resource status information with accurate
maps.

e Ensure that Operations Section Chief identifies
incident control lines, values to be protected,
division boundaries, and drop points; and
prioritizes divisions in the event that choices
must be made in allocating scarce resources, on
map(s) visible to all attendees.

e Ensure that Operations Section Chief identifies
tactics, resources needed, and reporting/pickup
locations and time by division/groups and that
this information is properly displayed on ICS
Form 215 or equivalent.

e Ensure that the Safety Officer identifies hazards
and the mitigation of those hazards by
division/group and that this information is
displayed on an ICS 215 A or equivalent.

e Compare resources needed to implement the
Operations Section Chief's proposed action plan
to available resources and reconcile any
differences.

e Display available resources for IAP on ICS Form
215.

e Coordinate all attendees to assure the plan as
proposed can be implemented and supported:;
examples - can air operations provide the needed
air support and transportation needs; can logistics
accomplish personnel feeding on time, provide
necessary ground transportation, and provide

Code: O= task can be completed in any situation (classroom, simulation, incident, daily job, etc.)
1= task must be performed on an incident
R = rare event — the evaluation assignment may not provide opportunities to demonstrate performance. The evaluator may
be able to determine skills/knowledge through interview or the home office may need to arrange for another
assignment or a simulation.
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required tools; etc.

e Ensure LCES is incorporated into the planning
process.

e Resolve concerns and conflicts.

Adjust IAP accordingly.

o Identify elements of the IAP required from other
sections, and time needed by the planning
section; e.g., Safety Message, Communication
Plan, Medical Plan, Air Operations Summary,
Transportation Plan, and other special messages.

e Conduct planning meeting in 30 minutes or less.

3. Ensure planning meetings are scheduled as required
and all objectives of planning meeting are met in the
acceptable time frame.

Behavior 4: Modify approach based on evaluation of incident situation.

TASK

CODE

EVALUATION
RECORD #

EVALUATOR

1. Monitor incident status and develop alternative
strategies.
e Document and present potential alternative
strategies to command and general staff.
e Advise command and general staff of significant
changes in incident status that affect them, in a
timely manner.

Behavior 5: Plan for demobilization and ensure demobilization procedures are followed.

TASK

CODE

EVALUATION
RECORD #

EVALUATOR

1. Consider demobilization and/or transition early
enough during the incident so that an adequate
Demobilization/Transition Plan is in place prior to the
actual need to release resources or escalate the incident.
o Ensure demobilization plan is complete and
signed.
e Develop in coordination with command and
general staff and agency dispatch.
o Request all sections submit names or lists of
surplus or potentially surplus personnel and

Code: O= task can be completed in any situation (classroom, simulation, incident, daily job, etc.)

1= task must be performed on an incident

R = rare event — the evaluation assignment may not provide opportunities to demonstrate performance. The evaluator may

be able to determine skills/knowledge through interview or the home office may need to arrange for another

assignment or a simulation.
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resources to demobilization unit 48 hours in
advance of them becoming surplus.

e Schedule surplus resources and personnel for
proper demobilization.

2. Implement approved demobilization plan and I
schedule.

Behavior 6: Transfer position duties while ensuring continuity of authority and knowledge
and taking into account the increasing or decreasing incident complexity.

TASK CODE | EVALUATION | EVALUATOR
RECORD #

1. Monitor and document progress towards incident |
objectives and prepare for transition.

2. Determine with replacement time of transfer. |

3. Communicate transfer of command to command and |
general staff.

4. If necessary, coordinate with agencies about transfer |
of command back to local jurisdiction.

Code: O= task can be completed in any situation (classroom, simulation, incident, daily job, etc.)
1= task must be performed on an incident
= rare event — the evaluation assignment may not provide opportunities to demonstrate performance. The evaluator may
be able to determine skills/knowledge through interview or the home office may need to arrange for another
assignment or a simulation.
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INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD

There are four separate blocks allowing evaluations to be made. These evaluations may be made on
incidents, simulations in classroom, or in daily duties, depending on what the position task book indicates.
This should be sufficient for qualification in the position if the individual is adequately prepared. If
additional blocks are needed, a page can be copied from a blank task book and attached.

COMPLETE THESE ITEMS AT THE START OF THE EVALUATION PERIOD:

Evaluator’s name, incident/office title, and agency: List the name of the Evaluator, his/her incident
position or office title, and agency.

Evaluator’s home unit address and phone: Self-explanatory

#: The number next to the evaluator’s name in the upper left corner of the evaluation record identifies a
particular incident or group of incidents. This number should be placed in the column labeled “Evaluation
Record #” on the PTB for each task performed satisfactorily. This number will enable reviewers of the
completed PTB to ascertain the qualifications of the different evaluators prior to making the appropriate sign-
off on the PTB.

Location of Incident/Simulation: Identify the location where the tasks were performed by agency and
office.

Incident Kind: Enter kind of incident; e.g., hazmat, wildland fire, structural fire, search and rescue, flood,
tornado, etc.

COMPLETE THESE ITEMS AT THE END OF THE EVALUATION PERIOD:

Number and Type of Resources: Enter the number of resources and types assigned to the incident pertinent
to the Trainee’s task book position.

Duration: Enter inclusive dates during which the Trainee was evaluated. This block may indicate a span of
time covering several small and similar incidents if the Trainee has been evaluated on that basis; e.g., several
initial attack wildfires in similar fuel types.

Recommendation: Check as appropriate and/or make comments regarding the future needs for development
of this trainee.

Date: List the date the record is being completed.

Evaluator’s initials: Initial here to authenticate your recommendations and to allow for comparison with
initials in the PTB.

Evaluator’s relevant certification: List your certification relevant to the Trainee position you supervised.
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Evaluation Record

TRAINEE NAME TRAINEE POSITION

#1 | Evaluator’s name:

Incident/office title & agency:

Evaluator’s home unit address & phone:

Name and Location Incident Kind Number & Type of Duration
of Incident or (hazmat, tornado, flood, Resources (inclusive dates
Situation structural fire, wildfire, Pertinent to in trainee status)
(agency & area) search & rescue, etc.) Trainee’s Position
to
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:

Date:

Evaluator’s initials:

Evaluator

’s relevant agency certification or rating:

#2 | Evaluator’s name:

Incident/office title & agency:

Evaluator’s home unit address & phone:
Name and Location Incident Kind Number & Type of Duration
of Incident or (hazmat, tornado, flood, Resources (inclusive dates
Situation structural fire, wildfire, Pertinent to in trainee status)
(agency & area) search & rescue, etc.) Trainee’s Position
to

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above named

Trainee. | 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:

Date:

Evaluator’s initials:

Evaluator’s relevant agency certification or rating:
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TRAINEE NAME

TRAINEE POSITION

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

Evaluator’s home unit address & phone:

Name and Location
of Incident or
Situation
(agency & area)

Incident Kind
(hazmat, tornado, flood,
structural fire, wildfire,

search & rescue, etc.)

Number & Type of
Resources
Pertinent to

Trainee’s Position

Duration
(inclusive dates
in trainee status)

to

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above named
Trainee. | 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.

1]

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

Recommendations:

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

Date:

Evaluator’s initials:

Evaluator’s relevant agency certification or rating:

I+

4 | Evaluator’s name:
Incident/office title & agency:

Evaluator’s home unit address & phone:

Name and Location
of Incident or situation
(agency & area)

Incident Kind
(hazmat, tornado, flood,
structural fire, wildfire,

search & rescue, etc.)

Number & Type of
Resources
Pertinent to

Trainee’s Position

Duration
(inclusive dates
in trainee status)

to

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above named
Trainee. | 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.

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

Recommendations:

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

Date:

Evaluator’s initials:

Evaluator’s relevant agency certification or rating:
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EVALUATOR

DO NOT COMPLETE THIS UNLESS YOU ARE RECOMMENDING THE TRAINEE FOR CERTIFICATION

VERIFICATION/CERTIFICATION OF COMPLETED POSITION TASK BOOK FOR THE
POSITION OF

FINAL EVALUATOR’S VERIFICATION

I verify that all tasks have been performed and are documented with appropriate initials.
I also verify that
has performed as a trainee and should therefore be considered for certification in this
position.

FINAL EVALUATOR’S SIGNATURE AND DATE

EVALUATOR’S PRINTED NAME, TITLE, DUTY STATION, AND PHONE NUMBER

AGENCY HEAD RECOMMENDATION FOR CERTIFICATION

| certify that
has met all requirements for qualification in this position and | recommend that they be
certified for the position.

OFFICIAL’S SIGNATURE AND DATE

OFFICIAL’S NAME TITLE, DUTY STATION, AND PHONE NUMBER
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HISTORICAL RECOGNITION

Historical recognition is a process that provides a means by which incident management personnel
who have either:

e Documentation of previous ICS training, education, and experience in an ICS position(s); or

e Documentation of previous extensive on-the-job incident response experience,

may receive credit for that previous experience, training, or qualification(s) and be considered as
meeting the minimum requirements of this guide in the categories of:

e Education;

e Training; and

e EXxperience,

for an ICS position(s) until they have successfully completed the actual minimum requirements for
that position. Historical Recognition does not apply to the categories of Physical/Medical Fitness,
Currency, or certification. The minimum requirements within those categories must be met
regardless of any historical recognition process.

HISTORICAL RECOGNITION PROCESS

If an Authority Having Jurisdiction (AHJ) does not form a Qualifications Committee to assist with
the management of the overall qualifications process, AHJ’s should give strong consideration to at
least forming a committee for the purposes of reviewing and processing applications for Historical
Recognition. Because of the time commitment involved and the potential for perceptions of
favoritism and unequal treatment during the process, other ICS qualifications processes currently
used by federal and state agencies that included a historical recognition provision used review
committees to accomplish that process.

The AHJ should develop a process to provide for the following:

e Developing a method to provide for historical recognition when there is sufficient
documentation available to substantiate the experience;

e Developing a standardized method for any individual to submit documentation of the experience
and training for review by the AHJ or the appropriate review committee established by the AHJ;

e Developing a method to determine if the previous experience or training is appropriate for the
position, keeping in mind the required criteria for the position and the competencies necessary
for safe and successful performance;

e Providing for Historical Recognition only when the individual has most recently performed the
position within the last five years;

e Requiring the individual meet all minimum requirements in this guide for a position if the
individual seeks an ICS position other than the position they were historically recognized for;

e Encouraging all individuals who are historically recognized into a position to complete the
minimum requirements for the positions within five years of being historically recognized.
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INCIDENT MANAGEMENT SYSTEM POSITION TASK BOOK

Position Task Books (PTB) were developed for designated positions as described under the
National Interagency Incident Management System (NIIMS) and have been incorporated into the
National Incident Management System (NIMS). The position task book is used by the authority
having jurisdiction to certify that the person to whom the task book belongs meets the standards
recommended by the DHS Incident Management Systems Integration Division (IMSID).

Each PTB lists the performance requirements (tasks) for the specific position in a format that allows
a trainee to be evaluated against written guidelines. Successful performance of all tasks, as
observed and recorded by an evaluator, will result in a recommendation that the trainee be certified
in that position. Evaluation and confirmation of the individual’s performance of all the tasks may
involve more than one evaluator and can occur on incidents, in classroom simulation, and in other
work situations. Designated PTBs require position performance during which the majority of
required tasks are demonstrated on a single incident. It is important that performance be critically
evaluated and accurately recorded by each evaluator. All tasks must be evaluated. All bullet
statements within a task that require an action (contain an action verb) must be demonstrated before
that task can be signed off.

A brief list of responsibilities also appears below.
RESPONSIBILITIES:

1. The Agency Management is responsible for:
e Selecting trainees based on the needs of their organization or area Incident Management
Teams.
e Providing opportunities for evaluation and/or making the trainee available for evaluation.

2. The Individual is responsible for:

e Reviewing and understanding instructions in the PTB.

e ldentifying desired objectives/goals.

e Providing background information to an evaluator.

e Satisfactorily demonstrating completion of all tasks for an assigned position within three
years.

e Assuring the evaluation record is complete.

e Notifying the local agency head when the PTB is completed, and obtaining their signature
recommending certification.

e Keeping the original PTB in personal records.

3. The Evaluator is responsible for:

e Being qualified and proficient in the position being evaluated.

e Meeting with the trainee and determining past experience, current qualifications, and desired
objectives/goals.

e Reviewing tasks with the trainee.

e Explaining to the trainee the evaluation procedures that will be utilized and which objectives
may be attained.

e ldentifying tasks to be performed during the evaluation period.
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e Accurately evaluating and recording demonstrated performance of tasks. Dating and
initialing completion of the task shall document satisfactory performance. Unsatisfactory
performance shall be documented in the Evaluation Record.

e Completing the Evaluation Record found at the end of each PTB.

4. The Final Evaluator is responsible for signing the verification statement inside the front cover
of the PTB when all tasks have been initialed.

5. The Agency Head or designee is responsible for:

e Issuing the PTB to document task performance.

e Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s
responsibilities.

e Tracking progress of the trainee.

e ldentifying incident evaluation opportunities.

e ldentifying and assigning an evaluator that can provide a positive experience for the trainee,
and make an accurate and honest appraisal of the trainee’s performance.

e Documenting the assignment.

e Conducting progress reviews.

e Conducting a closeout interview with the trainee and evaluator and assuring that
documentation is proper and complete.
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Competency: Assume position responsibilities.
Description: Successfully assume role of Unit Leader within the Planning Section and initiate position
activities at the appropriate time according to the following behaviors.

Behavior: Ensure availability, qualifications, and capabilities of resources to complete assignment.

TASK C EVAL. EVALUATOR:
O| RECORD Initial & date
D # upon completion
E of task

1. Coordinate with Planning Section Chief and other functional | |
areas to obtain resources to organize work space and keep
unit operating.

e Order materials and supplies using procedures
established by the section chief.

e Maintain quantities of forms, supplies, and materials at
a level to prevent shortage of any basic needed items.

e Acquire equipment (e.g., radio, telephones, faxes,
computers).

o Ensure appropriate personnel to support unit (e.g., night
operational period, increase/reduce staffing).

o Ensure adequate signage for work locations (e.g. check
in/demob/resource.)

Behavior: Gather, update, and apply situational information relevant to the assignment.

2. Obtain initial briefing and information from Planning I

Section Chief.

o Policies and operating procedures (e.g., ordering
resources and supplies, work schedule, timelines and
priorities)

e Operational work period

e Current unit staffing levels

e General orientation to the Incident Command Post
and/or incident base

e Incident briefing, ICS 209, Incident Status Summary and
Incident Action Plan (IAP) or other relevant plan, as
available

e Expectations for attending meetings/briefings

e Safety concerns/hazards

Code: O= task can be completed in any situation (classroom, simulation, incident, daily job, etc.)
1= task must be performed on an incident
R = rare event — the evaluation assignment may not provide opportunities to demonstrate performance. The evaluator
may be able to determine skills/knowledge through interview or the home office may need to arrange for another
assignment or a simulation.
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June 15, 2009

TASK

C| EVAL. EVALUATOR:
O | RECORD Initial & date
D # upon completion
E of task

3. Establish situation awareness pertinent to unit.
¢ Organizational contacts (e.g., counterparts, host unit
personnel)
e Supporting documentation (e.g., maps, digital
information, ICS 260, Resource Order)

Behavior: Establish effective relationships with relevant personnel.

4. Establish and maintain positive interpersonal and
interagency working relationships.

Behavior: Establish organization structure, reporting procedures, and chain of command

of assigned resources.

5. Organize assigned personnel to meet the needs of the unit.

Behavior: Understand and comply with ICS concepts and principles.

6. Coordinate with functional areas within the ICS structure.

Code: O= task can be completed in any situation (classroom, simulation, incident, daily job, etc.)

1= task must be performed on an incident

R = rare event — the evaluation assignment may not provide opportunities to demonstrate performance. The evaluator
may be able to determine skills/knowledge through interview or the home office may need to arrange for another

assignment or a simulation.
6/15/2009
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Competency: Lead assigned personnel.
Description: Influence, guide, and direct assigned personnel to accomplish objectives and desired
outcomes in a rapidly changing, high-risk environment.

Behavior: Model leadership values and principles.

TASK C EVAL. EVALUATOR:
O | RECORD Initial & date
D # upon completion
E of task

7. Exhibit principles of duty. I
e Be proficient in your job, both technically and as a
leader.
e Make sound and timely decisions.
e Ensure tasks are understood, supervised and
accomplished.
o Develop your subordinates for the future.

8. Exhibit principles of respect. I
o Know your subordinates and look out for their well-
being.
e Keep your subordinates informed.
e Build the team.
e Employ your subordinates in accordance with their
capabilities.

9. Exhibit principles of integrity. I
e Know yourself and seek improvement.
o Seek responsibility and accept responsibility for your
actions.
o Set the example.

Behavior: Ensure the safety, welfare, and accountability of assigned personnel.

10. Provide for the safety and welfare of assigned resources. I
e Monitor condition of assigned resources.
e Account for assigned resources.
e Provide for care of assigned personnel and notify
supervisor in event of sickness, injury, or accident.

Code: O= task can be completed in any situation (classroom, simulation, incident, daily job, etc.)
1= task must be performed on an incident
R = rare event — the evaluation assignment may not provide opportunities to demonstrate performance. The evaluator
may be able to determine skills/knowledge through interview or the home office may need to arrange for another
assignment or a simulation.
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June 15, 2009

Behavior: Establish work assignments and performance expectations, monitor
performance, and provide feedback.

TASK

mooOn

EVAL.
RECORD
#

EVALUATOR:
Initial & date
upon completion
of task

11. Perform duties of a Status Check-in Recorder.

Obtain required work materials, including Check-in
Lists (ICS Form 211), Resource Status Cards (ICS Form
219), and status display boards.

Establish communications with the Communication
Center and Ground Support Unit.

Post signs so that arriving resources can easily find
incident check-in location(s).

Record check-in information on Check-in Lists (ICS
Form 211).

Transmit check-in information to Resources Unit on
regular prearranged schedule or as needed.

Forward completed Check-in Lists (ICS Form 211) to
the Resources Unit.

Receive, record, and maintain resource status
information on Resource Status Cards (ICS Form 219)
for incident assigned Single Resources, Strike Teams,
Task Forces, and Overhead personnel.

Maintain files of Check-in Lists (ICS Form 211).

12.

Complete daily review of staffing requirements and ensure
adequate personnel to meet needs.

13.

Develop schedule/assignments based on IAP or relevant
plan.

14.

Ensure subordinates understand assignment for operational
period.

15.

Continually evaluate performance.

Communicate deficiencies immediately and take
corrective action.

Provide training opportunities where available.
Complete personnel performance evaluations according
to agency guidelines.

Code: O=

R =

task can be completed in any situation (classroom, simulation, incident, daily job, etc.)
1= task must be performed on an incident
rare event — the evaluation assignment may not provide opportunities to demonstrate performance. The evaluator

may be able to determine skills/knowledge through interview or the home office may need to arrange for another

assignment or a simulation.
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Behavior: Emphasize teamwork.

June 15, 2009

TASK

mooOn

EVAL.
RECORD
#

EVALUATOR:
Initial & date
upon completion
of task

16.

Establish cohesiveness among assigned resources.
e Provide for open communication.

e Seek commitment.

e Set expectations for accountability.

e Focus on the team result.

Behavior 5: Coordinate interdependent activities.

17.

Coordinate with other units and sections for completion of
work assignments.

e Assist other sections to meet priorities and time frames.
e Receive and transmit needed information.

18.

Coordinate with Supply Unit/or expanded dispatch on status
of outstanding resource orders.

19.

Coordinate with Finance, Logistics, and Operations Sections

to verify status of current resources.

o |dentify unassigned resources and take appropriate
action.

20.

Interact with Demobilization Unit Leader to provide access

to resource status system and other information.

e Adjust resource availability information to reflect
implementation of incident demobilization plan and
pending scheduled releases.

21.

Provide information on current status of resources to
Situation Unit Leader for completion of ICS 209, Incident
Status Summary within established time frames.

Code: O=

1= task must be performed on an incident

task can be completed in any situation (classroom, simulation, incident, daily job, etc.)

R = rare event — the evaluation assignment may not provide opportunities to demonstrate performance. The evaluator
may be able to determine skills/knowledge through interview or the home office may need to arrange for another

assignment or a simulation.
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Competency: Communicate effectively.
Description: Use suitable communication techniques to share relevant information with appropriate
personnel on a timely basis to accomplish objectives in a rapidly changing, high-risk environment.

Behavior: Ensure relevant information is exchanged during briefings and debriefings.

TASK C EVAL. EVALUATOR:
O | RECORD Initial & date
D # upon completion
E of task

22. Brief and keep subordinates informed and updated. I
e Ensure unit leader expectations are communicated and
understood.

23. Attend incident operational briefings and meetings as I
directed.
e Record corrections to documents (e.g., IAP, maps).
e Provide information as requested.

24. Participate in functional area briefings and conduct unit I
After Action Reviews (AARS).

25. Attend planning and strategy meetings as directed. I
o Complete ICS 215, Operational Planning Worksheet
with the Operations Section Chief.
e Provide resource information as requested.
e Record changes to ICS 215, Operational Planning
Worksheet.

Behavior: Ensure documentation is complete and disposition is appropriate.

26. Review and approve subordinate time reports. I

27. Submit completed original documents as appropriate (e.g. I
each operational period, final package.)

Original 1AP

Corrected copy of IAP

ICS 207, Organization Chart

ICS 215, Operational Planning Worksheet

ICS 213, General Message

ICS 214, Unit Log

Code: O= task can be completed in any situation (classroom, simulation, incident, daily job, etc.)
1= task must be performed on an incident
R = rare event — the evaluation assignment may not provide opportunities to demonstrate performance. The evaluator
may be able to determine skills/knowledge through interview or the home office may need to arrange for another
assignment or a simulation.
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June 15, 2009

TASK

mooOn

EVAL.
RECORD
#

EVALUATOR:
Initial & date
upon completion
of task

28. Compile unit documentation for final incident package.

Behavior: Gather, produce and distribute information as required by established

guidelines and ensure understanding by recipient.

29. Prepare information for preplanning/strategy meeting.
o Display information appropriate for next operational
period.

30. Prepare input to final narrative and transition plan as
requested.

31. Respond to requests for information about resources.

e Process requests for information and create reports using
manual and automated database systems (e.g. jet port,
other qualifications).

e Process emergency requests for information in a timely
manner.

32. Set up and maintain resource status system (e.g., status
cards, automated system) to reflect the function,
organization, status, and location of resources on the
incident.

e Adjust resource status to reflect changes in status for
incident resources.

o Check and maintain accuracy of current resource
information and document operational changes in a
corrected AP, status card display, or automated system.

Code: O= task can be completed in any situation (classroom, simulation, incident, daily job, etc.)

1= task must be performed on an incident

R = rare event — the evaluation assignment may not provide opportunities to demonstrate performance. The evaluator
may be able to determine skills/knowledge through interview or the home office may need to arrange for another

assignment or a simulation.
6/15/2009
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TASK C| EVAL. EVALUATOR:
O | RECORD Initial & date
D # upon completion
E of task
Behavior: Communicate and ensure understanding of work expectations within the chain

of command and across functional areas.

33. Coordinate across functional areas. I
e Provide timely feedback in response to requests.

34. Establish time frames and protocols for information I
exchange to complete work assignments.
e AP inputs (Resources Unit Leader)
e ICS 209, Incident Status Summary (Situation Unit
Leader)
o Tentative releases (Demobilization Unit Leader)

Behavior: Develop and implement plans and gain concurrence of affected agencies and/or
the public.

35. Develop contingency plans. I
e Equipment breakdown
e Power outages
o Unexpected staffing shortages

36. Prepare ICS 204, Division Assignment List, for the next |
operational period.
e Include assignments, instructions, and additional
information contained in ICS 215, Operational Planning

Worksheet.

e Use information from the most recent communications
plan.

e Submit ICS 204, Division Assignment List as part of the
IAP.

37. Prepare ICS 203, Organization Assignment List and/or ICS I

207, Organization Chart.

o Reflect results of most recent planning meeting and
updated resource status system.

e Submit ICS 203, Organization Assignment List as part
of the 1AP.

e Post ICS 207, Organization Chart in highly visible
locations.

Code: O= task can be completed in any situation (classroom, simulation, incident, daily job, etc.)
1= task must be performed on an incident
R = rare event — the evaluation assignment may not provide opportunities to demonstrate performance. The evaluator
may be able to determine skills/knowledge through interview or the home office may need to arrange for another
assignment or a simulation.
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Competency: Ensure completion of assigned actions to meet identified

objectives.

Description: Identify, analyze, and apply relevant situational information and evaluate actions to
complete assignments safely and meet identified objectives. Complete actions within established
timeframe.

Behavior: Gather, analyze, and validate information pertinent to the incident or event and
make recommendations for setting priorities.

TASK C| EVAL. EVALUATOR:
O | RECORD Initial & date
D # upon completion
E of task

38. Evaluate available information and make recommendations I
to support the incident.
o Workload priorities
o  Staff assignments
o Information requests

39. Monitor restrictions/work requirements for each resource to |
maximize safe and efficient assignments and demobilization.

Number of days worked in succession

Rest and recuperation requirements

Number of days on previous assignment

Contract limitations

Restrictions on type of assignment

Assignment to remote locations

Assignment to special work periods

Incident qualifications

Behavior: Make appropriate decisions based on analysis of gathered information.

40. Determine and monitor current status of unit activities. |
e Changing needs.
o Staffing levels

41. Make independent decisions based on available information. | |
e Decisions result in incident efficiency.

Code: O= task can be completed in any situation (classroom, simulation, incident, daily job, etc.)
1= task must be performed on an incident
R = rare event — the evaluation assignment may not provide opportunities to demonstrate performance. The evaluator
may be able to determine skills/knowledge through interview or the home office may need to arrange for another
assignment or a simulation.
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Behavior: Utilize information to produce outputs.

June 15, 2009

TASK C| EVAL. EVALUATOR:
O | RECORD Initial & date
D # upon completion
E of task
42. Compile master IAP. I
e Submit to Planning Section Chief and/or Incident
Commander for approval and signature.
Behavior: Take appropriate action based on assessed risks.
43. Manage Check-in functions I
o Establish data collection standards for check-in (e.g.
data format, calculation of data).
e Establish type of information to gather, e.g. travel status
information, contract work limitation, incident
qualifications, phone numbers.
e Collect and process check-in information (e.g. ICS 211,
Check-In List; ICS 219, Resource Status Card; data
base) following established timeline.
e Evaluate check-in information and ensure established
standards are being met.
o Determine logistical needs (e.g., electricity, shade,
transportation, communication).
44. Place resource orders upon direction from the Planning I
Section Chief and Operations Section Chief to reconcile
resource needs.
e Base requests on resource needs identified on ICS 215,
Operational Planning Worksheet during planning
meeting.
45. Assign specific resources to fill needs identified on ICS 215, | |
Operational Planning Worksheet at the planning meeting.
e Use work requirement/ restriction information to guide
assignments made to each resource.
o Consider safe operations when selecting resources.
e Update resource status system to reflect approved
assignments.
e Coordinate resource assignments with Operations
Section Chief.
Code: O= task can be completed in any situation (classroom, simulation, incident, daily job, etc.)
1= task must be performed on an incident
R = rare event — the evaluation assignment may not provide opportunities to demonstrate performance. The evaluator

may be able to determine skills/knowledge through interview or the home office may need to arrange for another

assignment or a simulation.
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Behavior: Follow established procedures and/or safety procedures relevant to given

assignment.

TASK

mooOn

EVAL.
RECORD
#

EVALUATOR:
Initial & date
upon completion
of task

46. Ensure established guidelines are followed.
e Work/rest

e Personal protective equipment (PPE) when required for

field assignments
¢ Communication (e.g., radio, cell phone)

Behavior: Transfer position duties while ensuring continuity of authority and knowledge

and taking into account the increasing or decreasing incident complexity.

47. Coordinate an efficient transfer of position duties when
mobilizing/demobilizing (e.g., incoming Incident
Management Team (IMT), host agency.)

o Determine time of transfer with replacement.

e Inform subordinate staff and IC.

o Document follow-up action needed and submit to
supervisor.

Behavior: Plan for demobilization and ensure demobilization

procedures are followed.

48. Anticipate demobilization of resources.
o Identify excess resources.
o Prepare schedule for demobilization.

49. Ensure demobilization of resources.

o Brief subordinate staff on demobilization procedures

and responsibilities.

e Ensure incident and agency demobilization procedures

are followed.

Code: O= task can be completed in any situation (classroom, simulation, incident, daily job, etc.)

1= task must be performed on an incident

R = rare event — the evaluation assignment may not provide opportunities to demonstrate performance. The evaluator
may be able to determine skills/knowledge through interview or the home office may need to arrange for another

assignment or a simulation.
6/15/2009
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INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD

There are four separate blocks allowing evaluations to be made. These evaluations may be made on incidents, simulations
in classroom, or in daily duties, depending on what the position task book indicates. This should be sufficient for
qualification in the position if the individual is adequately prepared. If additional blocks are needed, a page can be copied
from a blank task book and attached.

COMPLETE THESE ITEMS AT THE START OF THE EVALUATION PERIOD:

Evaluator’s name, incident/office title, and agency: List the name of the Evaluator, his/her incident position or office
title, and agency.

Evaluator’s home unit address and phone: Self-explanatory

#: The number next to the evaluator’s name in the upper left corner of the evaluation record identifies a particular
incident or group of incidents. This number should be placed in the column labeled “Evaluation Record #” on the PTB
for each task performed satisfactorily. This number will enable reviewers of the completed PTB to ascertain the
qualifications of the different evaluators prior to making the appropriate sign-off on the PTB.

Location of Incident/Simulation: Identify the location where the tasks were performed by agency and office.
Incident Kind: Enter kind of incident; e.g., hazmat, wildland fire, structural fire, search and rescue, flood, tornado, etc.

COMPLETE THESE ITEMS AT THE END OF THE EVALUATION PERIOD:

Number and Type of Resources: Enter the number of resources and types assigned to the incident pertinent to the
Trainee’s task book position.

Duration: Enter inclusive dates during which the Trainee was evaluated. This block may indicate a span of time
covering several small and similar incidents if the Trainee has been evaluated on that basis; e.g., several initial attack
wildfires in similar fuel types.

Recommendation: Check as appropriate and/or make comments regarding the future needs for development of this
trainee.

Date: List the date the record is being completed.

Evaluator’s initials: Initial here to authenticate your recommendations and to allow for comparison with initials in the
PTB.

Evaluator’s relevant certification: List your certification relevant to the Trainee position you supervised.
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Evaluation Record

TRAINEE NAME TRAINEE POSITION

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

Evaluator’s home unit address & phone:

Name and Location Incident Kind Number & Type of Duration
of Incident or (hazmat, tornado, flood, Resources (inclusive dates
Situation structural fire, wildfire, Pertinent to in trainee status)
(agency & area) search & rescue, etc.) Trainee’s Position
to

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:

Date:

Evaluator’s initials:

Evaluator’s relevant agency certification or rating:

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

Evaluator’s home unit address & phone:

Name and Location Incident Kind Number & Type of Duration
of Incident or (hazmat, tornado, flood, Resources (inclusive dates
Situation structural fire, wildfire, Pertinent to in trainee status)
(agency & area) search & rescue, etc.) Trainee’s Position
to

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:

Date:

Evaluator’s initials:

Evaluator’s relevant agency certification or rating:

6/15/2009
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Evaluation Record
(Continuation Sheet)

TRAINEE NAME TRAINEE POSITION

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

Evaluator’s home unit address & phone:

Name and Location Incident Kind Number & Type of Duration
of Incident or (hazmat, tornado, flood, Resources (inclusive dates
Situation structural fire, wildfire, Pertinent to in trainee status)
(agency & area) search & rescue, etc.) Trainee’s Position
to

1]

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:

Date:

Evaluator’s initials:

Evaluator’s relevant agency certification or rating:

I+

4 | Evaluator’s name:
Incident/office title & agency:

Evaluator’s home unit address & phone:

Name and Location Incident Kind Number & Type of Duration
of Incident or situation | (hazmat, tornado, flood, Resources (inclusive dates
(agency & area) structural fire, wildfire, Pertinent to in trainee status)
search & rescue, etc.) Trainee’s Position
to

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:

Date:

Evaluator’s initials:

Evaluator’s relevant agency certification or rating:

6/15/2009
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EVALUATOR

DO NOT COMPLETE THIS UNLESS YOU ARE RECOMMENDING THE TRAINEE FOR CERTIFICATION

VERIFICATION/CERTIFICATION OF COMPLETED POSITION TASK BOOK FOR THE
POSITION OF

FINAL EVALUATOR’S VERIFICATION

I verify that all tasks have been performed and are documented with appropriate initials.
I also verify that
has performed as a trainee and should therefore be considered for certification in this position.

FINAL EVALUATOR’S SIGNATURE AND DATE

EVALUATOR’S PRINTED NAME, TITLE, DUTY STATION, AND PHONE NUMBER

AGENCY HEAD RECOMMENDATION FOR CERTIFICATION

I certify that
has met all requirements for qualification in this position and | recommend that they be
certified for the position.

OFFICIAL’S SIGNATURE AND DATE

OFFICIAL’S NAME TITLE, DUTY STATION, AND PHONE NUMBER
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HISTORICAL RECOGNITION

Historical recognition is a process that provides a means by which incident management personnel
who have either:

e Documentation of previous ICS training, education, and experience in an ICS position(s); or

e Documentation of previous extensive on-the-job incident response experience,

may receive credit for that previous experience, training, or qualification(s) and be considered as
meeting the minimum requirements of this guide in the categories of:

e Education;

e Training; and

e EXxperience,

for an ICS position(s) until they have successfully completed the actual minimum requirements for
that position. Historical Recognition does not apply to the categories of Physical/Medical Fitness,
Currency, or certification. The minimum requirements within those categories must be met
regardless of any historical recognition process.

HISTORICAL RECOGNITION PROCESS

If an Authority Having Jurisdiction (AHJ) does not form a Qualifications Committee to assist with
the management of the overall qualifications process, AHJ’s should give strong consideration to at
least forming a committee for the purposes of reviewing and processing applications for Historical
Recognition. Because of the time commitment involved and the potential for perceptions of
favoritism and unequal treatment during the process, other ICS qualifications processes currently
used by federal and state agencies that included a historical recognition provision used review
committees to accomplish that process.

The AHJ should develop a process to provide for the following:

e Developing a method to provide for historical recognition when there is sufficient
documentation available to substantiate the experience;

e Developing a standardized method for any individual to submit documentation of the experience
and training for review by the AHJ or the appropriate review committee established by the AHJ;

e Developing a method to determine if the previous experience or training is appropriate for the
position, keeping in mind the required criteria for the position and the competencies necessary
for safe and successful performance;

e Providing for Historical Recognition only when the individual has most recently performed the
position within the last five years;

e Requiring the individual meet all minimum requirements in this guide for a position if the
individual seeks an ICS position other than the position they were historically recognized for;

e Encouraging all individuals who are historically recognized into a position to complete the
minimum requirements for the positions within five years of being historically recognized.
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INCIDENT MANAGEMENT SYSTEM POSITION TASK BOOK

Position Task Books (PTBs) were developed for designated positions as described under the
National Interagency Incident Management System (NIIMS) and have been incorporated into the
National Incident Management System (NIMS). The position task book is used by the authority
having jurisdiction to certify that the person to whom the task book belongs meets the standards
recommended by the National (NIMS) Integration Center (NIC).

Each PTB lists the performance requirements (tasks) for the specific position in a format that allows
a trainee to be evaluated against written guidelines. Successful performance of all tasks, as
observed and recorded by an evaluator, will result in a recommendation that the trainee be certified
in that position. Evaluation and confirmation of the individual’s performance of all the tasks may
involve more than one evaluator and can occur on incidents, in classroom simulation, and in other
work situations. Designated PTBs require position performance during which the majority of
required tasks are demonstrated on a single incident. It is important that performance be critically
evaluated and accurately recorded by each evaluator. All tasks must be evaluated. All bullet
statements within a task that require an action (contain an action verb) must be demonstrated before
that task can be signed off.

A brief list of responsibilities also appears below.
RESPONSIBILITIES:

1. The Agency Management is responsible for:
e Selecting trainees based on the needs of their organization or area Incident Management
Teams.
e Providing opportunities for evaluation and/or making the trainee available for evaluation.

2. The Individual is responsible for:
e Reviewing and understanding instructions in the PTB.
¢ Identifying desired objectives/goals.
e Providing background information to an evaluator.
e Satisfactorily demonstrating completion of all tasks for an assigned position within three
years.
Assuring the evaluation record is complete.
¢ Notifying the local agency head when the PTB is completed, and obtaining their signature
recommending certification.
e Keeping the original PTB in personal records.

3. The Evaluator is responsible for:
e Being qualified and proficient in the position being evaluated.
e Meeting with the trainee and determining past experience, current qualifications, and desired
objectives/goals.
e Reviewing tasks with the trainee.
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Explaining to the trainee the evaluation procedures that will be utilized and which objectives
may be attained.

Identifying tasks to be performed during the evaluation period.

Accurately evaluating and recording demonstrated performance of tasks. Dating and
initialing completion of the task shall document satisfactory performance. Unsatisfactory
performance shall be documented in the Evaluation Record.

Completing the Evaluation Record found at the end of each PTB.

4. The Final Evaluator is responsible for signing the verification statement inside the front cover
of the PTB when all tasks have been initialed.

5. The Agency Head or designee is responsible for:

Issuing the PTB to document task performance.

Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s
responsibilities.

Tracking progress of the trainee.

Identifying incident evaluation opportunities.

Identifying and assigning an evaluator that can provide a positive experience for the trainee,
and make an accurate and honest appraisal of the trainee’s performance.

Documenting the assignment.

Conducting progress reviews.

Conducting a closeout interview with the trainee and evaluator and assuring that
documentation is proper and complete.
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Competency: Assume position responsibilities.

Description: Successfully assume role of Situation Unit Leader and initiate position activities at the
appropriate time according to the following behaviors.

Ensure readiness for assignment.

TASK EVALUATION EVALUATOR:
RECORD # Initial & date upon

completion of task

moon

1. Obtain and assemble information and I

materials needed for Kkit.

e ICS 209, Incident Status Summary with
instructions.

e |ICS 213, General Message.

e ICS 214, Unit Log.

e Materials for creating and posting incident
products:

- Pens, pencils, markers.

- Scissors, stapler, ruler, tape, acetate,
alcohol wipes, map wheel, dot grid,
compass, calculator, push pins, white
out.

e GPS receiver with download cable.
e Available incident-specific information and
management guidelines.

2. Demonstrate basic knowledge of geospatial |
terminology.
e Geographic Information Systems (GIS)
e Global Positioning System (GPS)

Code: O= task can be completed in any situation (classroom, simulation, incident, daily job, etc.)
= task must be performed on an incident
R = rare event — the evaluation assignment may not provide opportunities to demonstrate performance. The evaluator
may be able to determine skills/knowledge through interview or the home office may need to arrange for another
assignment or a simulation.
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June 15, 2009

Ensure availability, qualifications, and capabilities of resources to complete assignment.

TASK

C
o
D
E*

EVALUATION
RECORD #

EVALUATOR:
Initial & date upon
completion of task

3. Coordinate with Planning Section Chief and
other functional areas to obtain resources to

organize work space and keep unit operating.

Order materials and supplies using
procedures established by the section
chief.

Maintain quantities of forms, supplies,
and materials at a level to prevent
shortage of any basic needed items.
Acquire equipment (e.g., radio,
telephones, faxes, computers).

Ensure appropriate personnel to support
unit (e.g., night operational period,
increase/reduce staffing).

Ensure adequate transportation.

Gather, update, and apply situational information relevant to the assignment.

4. Obtain initial briefing and information from
PSC.

Policies and operating procedures (e.g.,
ordering resources and supplies, work
schedule, timelines and priorities)
Operational work period

Current unit staffing levels

General orientation to the Incident
Command Post and/or incident base
ICS 201, Incident briefing, ICS 209,
Incident Status Summary and Incident
Action Plan (IAP) or other relevant plan,
as available

Expectations for attending
meetings/briefings

Safety concerns/hazards

Code: O= task can be completed in any situation (classroom, simulation, incident, daily job, etc.)
= task must be performed on an incident
R =
assignment or a simulation.
6/15/2009
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may be able to determine skills/knowledge through interview or the home office may need to arrange for another
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June 15, 2009

TASK

moon

EVALUATION
RECORD #

EVALUATOR:
Initial & date upon
completion of task

5. Establish situation awareness pertinent to unit.

Organizational contacts (e.g.,
counterparts, host unit personnel)
Supporting documentation (e.g., maps,
digital information, ICS 260, Resource
Order Form)

6. Obtain maps and data (paper or digital).

Ensure maps are high quality and suitable
for copying.

Ensure data is in a format that can be
utilized.

Ensure maps and data provide adequate
detail and cover the area that can
potentially be involved in the incident.
Collect existing maps and data from prior
operational periods.

Establish effective relationships with relevant personnel.

7. Establish and maintain positive interpersonal

and
[ ]

interagency working relationships.
Create a work environment that provides
diversity and equal opportunity for
assigned personnel.

Establish organization structure, reporting procedures, and chain of command of assigned
resources.

8. Organize assigned personnel to meet the
needs of the unit.

Code: O=

= task must be performed on an incident

R =

6/15/2009

task can be completed in any situation (classroom, simulation, incident, daily job, etc.)

rare event — the evaluation assignment may not provide opportunities to demonstrate performance. The evaluator

may be able to determine skills/knowledge through interview or the home office may need to arrange for another

assignment or a simulation.
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Understand and comply with ICS concepts and principles.

TASK C EVALUATION EVALUATOR:
@] RECORD # Initial & date upon
D completion of task
E*

9. Coordinate with functional areas within the |
ICS structure.

Code: O= task can be completed in any situation (classroom, simulation, incident, daily job, etc.)
= task must be performed on an incident
= rare event — the evaluation assignment may not provide opportunities to demonstrate performance. The evaluator
may be able to determine skills/knowledge through interview or the home office may need to arrange for another
assignment or a simulation.
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Competency: Lead assigned personnel.

June 15, 2009

Description: Influence, guide, and direct assigned personnel to accomplish objectives and desired
outcomes in a rapidly changing, high-risk environment.

Model leadership values and principles.

TASK

moon

EVALUATION
RECORD #

EVALUATOR:
Initial & date upon
completion of task

10. Exhibit principles of duty.
e Be proficient in your job, both technically
and as a leader.
e Make sound and timely decisions.
e Ensure tasks are understood, supervised
and accomplished.
e Develop your subordinates for the future.

11. Exhibit principles of respect.
e Know your subordinates and look out for
their well-being.
e Keep your subordinates informed.
e Build the team.
e Employ your subordinates in accordance
with their capabilities.

12. Exhibit principles of integrity.
e Know yourself and seek improvement.
o Seek responsibility and accept
responsibility for your actions.
e Set the example.

Ensure the safety, welfare, and accountability of assigned personnel.

13. Provide for the safety, welfare, and
accountability of assigned personnel during
the entire period of supervision.

e Monitor condition of assigned personnel.
e Provide for care of assigned personnel and
notify supervisor in event of sickness,

injury, or accident.

Code: O= task can be completed in any situation (classroom, simulation, incident, daily job, etc.)

1= task must be performed on an incident

R = rare event — the evaluation assignment may not provide opportunities to demonstrate performance. The evaluator
may be able to determine skills/knowledge through interview or the home office may need to arrange for another

assignment or a simulation.

6/15/2009
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June 15, 2009

Establish work assignments and performance expectations, monitor performance, and

provide feedback.
TASK C EVALUATION EVALUATOR:
@] RECORD # Initial & date upon
D completion of task
E*
14. Complete daily review of staffing |

requirements and ensure adequate personnel
to meet needs.

15.

Perform the duties of a Display Processor

according to the most current version of the

Field Operations Guide (ICS 420-1).

e Determine location of work
assignment

e Determine numbers, types and
locations of displays required.

e Determine map requirements for
Incident Action Plans.

e Determine time limits for completion.

e Obtain information from Situation
Unit.

e Obtain necessary equipment and
supplies.

e Obtain copy of Incident Action Plan
for each operational period.

e Assist Situation Unit Leader in
analyzing and evaluating field reports.

e Develop required displays in
accordance with time limits for

completion.
e Maintain Unit/Activity Log (ICS
Form 214).
e Display information from:
e Field Observers.
e Resource Status Reports.
e All other sources.

Code: O= task can be completed in any situation (classroom, simulation, incident, daily job, etc.)
= task must be performed on an incident
R = rare event — the evaluation assignment may not provide opportunities to demonstrate performance. The evaluator

may be able to determine skills/knowledge through interview or the home office may need to arrange for another

assignment or a simulation.
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June 15, 2009

TASK

moon

EVALUATION
RECORD #

EVALUATOR:
Initial & date upon
completion of task

16. Perform the duties of a Field Observer
according to the most current version of the
Field Operations Guide (ICS 420-1).

Collect situation from personal
observations at the incident.

Obtain copy of Incident Action Plan
for the Operational Period.

Obtain necessary equipment and
supplies.

Identify all facility locations (e.g.,
Helispots, Division and Branch
boundaries).

Report information to Situation Unit
by established procedure.

Report immediately any condition
observed which may cause danger and
safety hazard to personnel.

Gather intelligence that will lead to
accurate predictions.

Maintain Unit/Activity Log (ICS
Form 214).

Code: O=

= task must be performed on an incident

6/15/2009

task can be completed in any situation (classroom, simulation, incident, daily job, etc.)

rare event — the evaluation assignment may not provide opportunities to demonstrate performance. The evaluator

may be able to determine skills/knowledge through interview or the home office may need to arrange for another

assignment or a simulation.
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June 15, 2009

TASK

moon

EVALUATION
RECORD #

EVALUATOR:
Initial & date upon
completion of task

17. Perform the duties of a Weather Observer
according to the most current version of the
Field Operations Guide (ICS 420-1).

Obtain weather data collection
equipment.

Obtain appropriate transportation to
collection site(s).

Record and report weather
observations at assigned locations on
schedule.

Provide information to assigned
personnel (e.g., Situation Unit Leader,
meteorologist, other assigned
position).

Turn in equipment at completion of
assignment.

Demobilize according to Incident
Demobilization Plan.

Demobilize incident displays in
accordance with Incident
Demobilization Plan.

Maintain Unit/Activity Log (ICS
Form 214).

18. Dev
plan

elop schedule based on IAP or relevant

19. Ensure subordinates understand assignment
for operational period.

20. Con

tinuously evaluate performance.
Communicate deficiencies immediately
and take corrective action.

Provide training opportunities where
available.

Complete personnel performance ratings
according to agency guidelines.

Code: O=

= task must be performed on an incident

6/15/2009

task can be completed in any situation (classroom, simulation, incident, daily job, etc.)

rare event — the evaluation assignment may not provide opportunities to demonstrate performance. The evaluator

may be able to determine skills/knowledge through interview or the home office may need to arrange for another

assignment or a simulation.
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Emphasize teamwork.

June 15, 2009

TASK

moon

EVALUATION
RECORD #

EVALUATOR:
Initial & date upon
completion of task

21. Establish cohesiveness among assigned

reso

urces.
Establish trust through open
communication.

Require commitment.

Set expectations for accountability.
Focus on the team result.

Coordi

nate interdependent activities.

22. Coo
com

e Assist other sections to meet priorities and

rdinate with other units and sections for
pletion of work assignments.

time frames.
Receive and transmit needed information.

Code: O=

1= task must be performed on an incident

6/15/2009

task can be completed in any situation (classroom, simulation, incident, daily job, etc.)

rare event — the evaluation assignment may not provide opportunities to demonstrate performance. The evaluator

may be able to determine skills/knowledge through interview or the home office may need to arrange for another

assignment or a simulation.

14 of 24





All-Hazard Situation Unit Leader June 15, 2009

Competency: Communicate effectively.

Description: Use suitable communication techniques to share relevant information with appropriate
personnel on a timely basis to accomplish objectives in a rapidly changing, high-risk environment.

Ensure relevant information is exchanged during briefings and debriefings.

TASK C EVALUATION EVALUATOR:
@) RECORD # Initial & date upon
D completion of task
E*

23. Brief and keep subordinates informed and |
updated.
e Ensure unit leader expectations are
communicated and understood.
e Conduct safety briefings.

24. Attend incident operational briefings and |
meetings as directed.
e Record corrections to documents (e.g.,
IAP, maps).
e Provide information as requested.

25. Participate in functional area briefings and I
conduct unit After Action Reviews (AARS).

Code: O= task can be completed in any situation (classroom, simulation, incident, daily job, etc.)
= task must be performed on an incident
R = rare event — the evaluation assignment may not provide opportunities to demonstrate performance. The evaluator
may be able to determine skills/knowledge through interview or the home office may need to arrange for another
assignment or a simulation.
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Ensure documentation is complete and disposition is appropriate.

June 15, 2009

TASK

C
O
D
E*

EVALUATION
RECORD #

EVALUATOR:
Initial & date upon
completion of task

26.

Review and approve subordinate time reports.

217.

Submit completed original documents at
appropriate time.

e |ICS 213, General Message Form

e ICS 214, Unit Log

28.

Complete and submit ICS 209, Incident Status

Summary.

o Collect and evaluate incident information
from appropriate sections.

e Balance need for accuracy with the need
for timeliness.

e Obtain final approval by Incident
Commander.

o Determine appropriate method for timely
submission to Agency dispatch.

o Distribute to appropriate incident staff

e Prepare, post, or disseminate resource and
situation status information as required,
including special requests.

29.

Submit documentation to Documentation Unit

Leader within established time frames.

e ICS 209, Incident Status Summary
(original)

e Maps and overlays

e Electronic media (photos, electronic
presentations, maps, videos)
Unit narrative

o Repackage non-disposable materials and
supplies.

30.

Compile unit documentation for final incident
package.

Code: O= task can be completed in any situation (classroom, simulation, incident, daily job, etc.)
= task must be performed on an incident
R = rare event — the evaluation assignment may not provide opportunities to demonstrate performance. The evaluator
may be able to determine skills/knowledge through interview or the home office may need to arrange for another
assignment or a simulation.
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June 15, 2009

Gather, produce and distribute information as required by established guidelines and
ensure understanding by recipient.

TASK

mooon

EVALUATION
RECORD #

EVALUATOR:
Initial & date upon
completion of task

31. Prepare information for preplanning/strategy
meeting.

Display information appropriate for next
operational period.

32. Prepare, update and distribute incident maps
and map data.

Begin collection, analyzing, and
evaluating incident information.
Balance the need for accuracy with the
need for timeliness.

Adhere to agency or specific incident
standard symbols.

Maintain incident maps in a neat and
orderly manner.

- Situation Unit Map

- IAP Map

- Operational Briefing Map

- Transportation Map

- Facilities Map

- Progression Map

- Other incident-specific maps
Coordinate with Information Officer to
establish and maintain displays.
Protect working maps.

33. Prepare input to final narrative and transition
plan as requested.

Code: O=

R =

= task must be performed on an incident

task can be completed in any situation (classroom, simulation, incident, daily job, etc.)

rare event — the evaluation assignment may not provide opportunities to demonstrate performance. The evaluator

may be able to determine skills/knowledge through interview or the home office may need to arrange for another

assignment or a simulation.
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Communicate and ensure understanding of work expectations within the chain of
command and across functional areas.

TASK EVALUATION EVALUATOR:
RECORD # Initial & date upon

completion of task

mooon

34. Coordinate across functional areas. |

e Provide timely feedback in response to
requests.

35. Establish time frames and protocols for I
information exchange to complete work
assignments.

e |AP inputs (Resources Unit Leader)

e |ICS 209, Incident Status Summary
(Situation Unit Leader)

o Tentative releases (Demobilization Unit
Leader)

Develop and implement plans and gain concurrence of affected agencies and/or the public.

36. Develop contingency plans. |
e Equipment breakdown
e Power outages
o Unexpected staffing shortages

Code: O= task can be completed in any situation (classroom, simulation, incident, daily job, etc.)
= task must be performed on an incident
R = rare event — the evaluation assignment may not provide opportunities to demonstrate performance. The evaluator
may be able to determine skills/knowledge through interview or the home office may need to arrange for another
assignment or a simulation.
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June 15, 2009

Competency 4: Ensure completion of assigned actions to meet identified

objectives.

Description: ldentify, analyze, and apply relevant situational information and evaluate actions to
complete assignments safely and meet identified objectives. Complete actions within established

timeframe.

Gather, analyze, and validate information pertinent to the incident or event and make

recommendations for setting priorities.

TASK

moon

EVALUATION
RECORD #

EVALUATOR:
Initial & date upon
completion of task

37. Evaluate available information and make
recommendations to support the incident.
e Workload priorities
o  Staff assignments
e Information requests

Make appropriate decisions based on analysis of gathered information.

38. Determine and monitor current status of unit
activities.
e Changing needs.
o Staffing levels

39. Make independent decisions based on
available information.
e Decisions result in incident efficiency.

Code: O= task can be completed in any situation (classroom, simulation, incident, daily job, etc.)

= task must be performed on an incident

R = rare event — the evaluation assignment may not provide opportunities to demonstrate performance. The evaluator
may be able to determine skills/knowledge through interview or the home office may need to arrange for another

assignment or a simulation.
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Utilize information to produce outputs.

June 15, 2009

TASK

moon

EVALUATION
RECORD #

EVALUATOR:
Initial & date upon
completion of task

40. Complete and submit ICS 209, Incident Status

Summary.

e Collect and evaluate incident information
from appropriate sections.

e Balance need for accuracy with the need
for timeliness.

e Obtain final approval by Incident
Commander.

e Determine appropriate method for timely
submission to Agency dispatch.

o Distribute to appropriate incident staff.

41.

Ensure required AP inputs are provided
within established timeframes.

e \Weather forecast

e Maps

e Tactical situation forecasts

42.

Present infrared data to the Operations Section

in a useable format.

e  Order infrared services using established
procedures.

Follow established procedures and/or safety procedures relevant to given assignment.

43.

Ensure established guidelines are followed.

o Work/rest

e Personal Protective Equipment (PPE)
when required for field assignments

e Communication (e.g., radio, cell phone)

Code: O= task can be completed in any situation (classroom, simulation, incident, daily job, etc.)
= task must be performed on an incident
R = rare event — the evaluation assignment may not provide opportunities to demonstrate performance. The evaluator
may be able to determine skills/knowledge through interview or the home office may need to arrange for another
assignment or a simulation.
6/15/2009 20 of 24





All-Hazard Situation Unit Leader June 15, 2009

Transfer position duties while ensuring continuity of authority and knowledge and taking
into account the increasing or decreasing incident complexity.

TASK C EVALUATION EVALUATOR:
0] RECORD # Initial & date upon
D completion of task
E*

44. Coordinate the development, approval and I
implementation of transfer of position duties
when incident escalates/de-escalates (e.g.,
incoming Incident Management Team (IMT),
host agency.)

o Determine time of transfer with
replacement.
o Inform subordinate staff.

Plan for demobilization and ensure demobilization procedures are followed.

45. Anticipate demobilization of resources. |
o Identify excess resources.
o  Prepare schedule for demobilization.

46. Ensure demobilization of resources. |
o Brief subordinate staff on demobilization
procedures and responsibilities.
e Ensure incident and agency
demobilization procedures are followed.

Code: O= task can be completed in any situation (classroom, simulation, incident, daily job, etc.)
= task must be performed on an incident
= rare event — the evaluation assignment may not provide opportunities to demonstrate performance. The evaluator
may be able to determine skills/knowledge through interview or the home office may need to arrange for another
assignment or a simulation.
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INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD

There are four separate blocks allowing evaluations to be made. These evaluations may be made on
incidents, simulations in classroom, or in daily duties, depending on what the position task book indicates.
This should be sufficient for qualification in the position if the individual is adequately prepared. If
additional blocks are needed, a page can be copied from a blank task book and attached.

COMPLETE THESE ITEMS AT THE START OF THE EVALUATION PERIOD:

Evaluator’s name, incident/office title, and agency: List the name of the Evaluator, his/her incident
position or office title, and agency.

Evaluator’s home unit address and phone: Self-explanatory

#: The number next to the evaluator’s name in the upper left corner of the evaluation record identifies a
particular incident or group of incidents. This number should be placed in the column labeled “Evaluation
Record #” on the PTB for each task performed satisfactorily. This number will enable reviewers of the
completed PTB to ascertain the qualifications of the different evaluators prior to making the appropriate sign-
off on the PTB.

Location of Incident/Simulation: Identify the location where the tasks were performed by agency and
office.

Incident Kind: Enter kind of incident; e.g., hazmat, wildland fire, structural fire, search and rescue, flood,
tornado, etc.

COMPLETE THESE ITEMS AT THE END OF THE EVALUATION PERIOD:

Number and Type of Resources: Enter the number of resources and types assigned to the incident pertinent
to the Trainee’s task book position.

Duration: Enter inclusive dates during which the Trainee was evaluated. This block may indicate a span of
time covering several small and similar incidents if the Trainee has been evaluated on that basis; e.g., several
initial attack wildfires in similar fuel types.

Recommendation: Check as appropriate and/or make comments regarding the future needs for development
of this trainee.

Date: List the date the record is being completed.

Evaluator’s initials: Initial here to authenticate your recommendations and to allow for comparison with
initials in the PTB.

Evaluator’s relevant certification: List your certification relevant to the Trainee position you supervised.
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Evaluation Record

TRAINEE NAME TRAINEE POSITION

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

Evaluator’s home unit address & phone:

Name and Location Incident Kind Number & Type of Duration
of Incident or (hazmat, tornado, flood, Resources (inclusive dates
Situation structural fire, wildfire, Pertinent to in trainee status)
(agency & area) search & rescue, etc.) Trainee’s Position
to

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:

Date:

Evaluator’s initials:

Evaluator’s relevant agency certification or rating:

T+

2 | Evaluator’s name:
Incident/office title & agency:

Evaluator’s home unit address & phone:

Name and Location Incident Kind Number & Type of Duration
of Incident or (hazmat, tornado, flood, Resources (inclusive dates
Situation structural fire, wildfire, Pertinent to in trainee status)
(agency & area) search & rescue, etc.) Trainee’s Position
to

1]

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:

Date:

Evaluator’s initials:

Evaluator’s relevant agency certification or rating:
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Evaluation Record
(Continuation Sheet)

TRAINEE NAME TRAINEE POSITION

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

Evaluator’s home unit address & phone:

Name and Location Incident Kind Number & Type of Duration
of Incident or (hazmat, tornado, flood, Resources (inclusive dates
Situation structural fire, wildfire, Pertinent to in trainee status)
(agency & area) search & rescue, etc.) Trainee’s Position
to

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:

Date:

Evaluator’s initials:

Evaluator’s relevant agency certification or rating:

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

Evaluator’s home unit address & phone:

Name and Location Incident Kind Number & Type of Duration
of Incident or situation | (hazmat, tornado, flood, Resources (inclusive dates
(agency & area) structural fire, wildfire, Pertinent to in trainee status)
search & rescue, etc.) Trainee’s Position
to

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:

Date:

Evaluator’s initials:

Evaluator’s relevant agency certification or rating:
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All-Hazard Safety Officer June 15, 2009

EVALUATOR

DO NOT COMPLETE THIS UNLESS YOU ARE RECOMMENDING THE TRAINEE FOR CERTIFICATION

VERIFICATION/CERTIFICATION OF COMPLETED POSITION TASK BOOK FOR THE
POSITION OF

FINAL EVALUATOR’S VERIFICATION

I verify that all tasks have been performed and are documented with appropriate initials.
I also verify that
has performed as a trainee and should therefore be considered for certification in this
position.

FINAL EVALUATOR’S SIGNATURE AND DATE

EVALUATOR’S PRINTED NAME, TITLE, DUTY STATION, AND PHONE NUMBER

AGENCY HEAD RECOMMENDATION FOR CERTIFICATION

| certify that
has met all requirements for qualification in this position and | recommend that they be
certified for the position.

OFFICIAL’S SIGNATURE AND DATE

OFFICIAL’S NAME TITLE, DUTY STATION, AND PHONE NUMBER

6/15/2009 Page 2 of 24






All-Hazard Safety Officer June 15, 2009

HISTORICAL RECOGNITION

Historical recognition is a process that provides a means by which incident management
personnel who have either:

e Documentation of previous ICS training, education, and experience in an ICS position(s); or
e Documentation of previous extensive on-the-job incident response experience,

may receive credit for that previous experience, training, or qualification(s) and be considered as
meeting the minimum requirements of this guide in the categories of:

e Education;

e Training; and

e Experience,

for an ICS position(s) until they have successfully completed the actual minimum requirements
for that position. Historical Recognition does not apply to the categories of Physical/Medical
Fitness, Currency, or certification. The minimum requirements within those categories must be
met regardless of any historical recognition process.

HISTORICAL RECOGNITION PROCESS

If an Authority Having Jurisdiction (AHJ) does not form a Qualifications Committee to assist
with the management of the overall qualifications process, AHJ’s should give strong
consideration to at least forming a committee for the purposes of reviewing and processing
applications for Historical Recognition. Because of the time commitment involved and the
potential for perceptions of favoritism and unequal treatment during the process, other ICS
qualifications processes currently used by federal and state agencies that included a historical
recognition provision used review committees to accomplish that process.

The AHJ should develop a process to provide for the following:

e Developing a method to provide for historical recognition when there is sufficient
documentation available to substantiate the experience;

e Developing a standardized method for any individual to submit documentation of the
experience and training for review by the AHJ or the appropriate review committee
established by the AHJ;

e Developing a method to determine if the previous experience or training is appropriate for
the position, keeping in mind the required criteria for the position and the competencies
necessary for safe and successful performance;

e Providing for Historical Recognition only when the individual has most recently performed
the position within the last five years;

e Requiring the individual meet all minimum requirements in this guide for a position if the
individual seeks an ICS position other than the position they were historically recognized for;

e Encouraging all individuals who are historically recognized into a position to complete the
minimum requirements for the positions within five years of being historically recognized.
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INCIDENT MANAGEMENT SYSTEM POSITION TASK BOOK

Position Task Books (PTB) were developed for designated positions as described under the
National Interagency Incident Management System (NIIMS) and have been incorporated into the
National Incident Management System (NIMS). The position task book is used by the authority
having jurisdiction to certify that the person to whom the task book belongs meets the standards
recommended by the National (NIMS) Integration Center (NIC).

Each PTB lists the performance requirements (tasks) for the specific position in a format that
allows a trainee to be evaluated against written guidelines. Successful performance of all tasks,
as observed and recorded by an evaluator, will result in a recommendation that the trainee be
certified in that position. Evaluation and confirmation of the individual’s performance of all the
tasks may involve more than one evaluator and can occur on incidents, in classroom simulation,
and in other work situations. Designated PTBs require position performance during which the
majority of required tasks are demonstrated on a single incident. It is important that performance
be critically evaluated and accurately recorded by each evaluator. All tasks must be evaluated.
All bullet statements within a task that require an action (contain an action verb) must be
demonstrated before that task can be signed off.

A brief list of responsibilities also appears below.
RESPONSIBILITIES:

1. The Agency Management is responsible for:
e Selecting trainees based on the needs of their organization or area Incident Management
Teams.
e Providing opportunities for evaluation and/or making the trainee available for evaluation.

2. The Individual is responsible for:

e Reviewing and understanding instructions in the PTB.

e ldentifying desired objectives/goals.

e Providing background information to an evaluator.

e Satisfactorily demonstrating completion of all tasks for an assigned position within three
years.

e Assuring the evaluation record is complete.

e Notifying the local agency head when the PTB is completed, and obtaining their
signature recommending certification.

e Keeping the original PTB in personal records.

3. The Evaluator is responsible for:
e Being qualified and proficient in the position being evaluated.
e Meeting with the trainee and determining past experience, current qualifications, and
desired objectives/goals.
e Reviewing tasks with the trainee.
e Explaining to the trainee the evaluation procedures that will be utilized and which
objectives may be attained.
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e ldentifying tasks to be performed during the evaluation period.

e Accurately evaluating and recording demonstrated performance of tasks. Dating and
initialing completion of the task shall document satisfactory performance. Unsatisfactory
performance shall be documented in the Evaluation Record.

e Completing the Evaluation Record found at the end of each PTB.

4. The Final Evaluator is responsible for signing the verification statement inside the front
cover of the PTB when all tasks have been initialed.

5. The Agency Head or designee is responsible for:

e Issuing the PTB to document task performance.

e Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s
responsibilities.

e Tracking progress of the trainee.

e Identifying incident evaluation opportunities.

e Identifying and assigning an evaluator that can provide a positive experience for the
trainee, and make an accurate and honest appraisal of the trainee’s performance.

e Documenting the assignment.

e Conducting progress reviews.

e Conducting a closeout interview with the trainee and evaluator and assuring that
documentation is proper and complete.
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Competency 1: Assume position responsibilities

Description: Successfully assume role of Safety Officer and initiate position activities at the
appropriate time according to the following behaviors.

Behavior 1: Ensure readiness for assignment.

TASK CODE | EVALUATION | EVALUATOR
RECORD #

1. Obtain and assemble information and materials O
needed for kit. Kit will be assembled and prepared prior
to receiving an assignment. Kit will contain critical items
needed for the assignment and items needed for
functioning during the first 48 hours. Kit will be easily
transportable and within agency weight limitations. The
basic information and materials needed may include, but
is not limited to, any of the following:

Reference Material
o Reference materials appropriate to the incident
type (e.g., PMS 410-1, Fireline Handbook).
e Field Operations Guide ICS 420-1.
e Agency health and safety code handbook.
o Safety checklists.

Forms
e ICS Form 213, General Message.
e ICS Form 214, Unit Log.
e ICS Form 215A, Incident Safety Analysis.
e Injury and accident forms.

Supplies
o Safety Officer's identity strip.

100-ft tape.

Flagging (several colors).

Clipboard.

Writing tablet.

Graph paper/carbon paper.

Flashlight and batteries.

Pencils and assortment of magic markers.

Pocket notebook.

Camera and several rolls of ASA 400 rated film

(color print, slide, no Polaroid).

Hand-held tape recorder and extra batteries.

Compass.

o Clinometer or Abney level.

Code: O= task can be completed in any situation (classroom, simulation, incident, daily job, etc.)
1= task must be performed on an incident
R = rare event — the evaluation assignment may not provide opportunities to demonstrate performance. The evaluator may
be able to determine skills/knowledge through interview or the home office may need to arrange for another
assignment or a simulation.
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Alarm clock.

Thermometer and wind gauge/belt weather Kit.
Light day pack.

Personal protective equipment (PPE).

Whistle.

Chalk.

Binoculars.

2. Arrive properly equipped at incident assigned location I
within acceptable time limits. Check in according to
agency guidelines.

Behavior 3: Ensure availability, qualifications, and capabilities of resources to complete
assignment.

TASK CODE | EVALUATION | EVALUATOR
RECORD #

1. Ensure sufficient Assistant Safety Officers (ASOs) to I
complete necessary tasks.
Identify need for ASOs.
Order ASOs.

Assign ASOs.
Supervise ASOs.

Behavior 4: Gather, update, and apply situational information relevant to the assignment.

TASK CODE | EVALUATION | EVALUATOR
RECORD #

1. Gather information necessary to assess incident |
assignment and determine immediate needs and actions.
¢ Incident Commander's/supervisor's name,
location. Make contact.
e Current resource commitments.
Current and anticipated situation (hazardous
materials, urban interface, etc.).
e Expected duration of assignment.

Code: O= task can be completed in any situation (classroom, simulation, incident, daily job, etc.)
= task must be performed on an incident
R = rare event — the evaluation assignment may not provide opportunities to demonstrate performance. The evaluator may
be able to determine skills/knowledge through interview or the home office may need to arrange for another
assignment or a simulation.
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Behavior 5: Establish effective relationships with relevant personnel.

TASK CODE | EVALUATION | EVALUATOR
RECORD #

1. Establish and maintain positive interpersonal and |
interagency working relationships.

2. Create a work environment that provides diversity |
and equal opportunity for all personnel assigned to the
incident.

3. Recognize functional capabilities of cooperating I
entities.

4. Proactively work with necessary personnel to collect I
information and further the investigation process.

Behavior 7: Understand and comply with ICS concepts and principles.

TASK CODE | EVALUATION | EVALUATOR
RECORD #

1. Maintain appropriate span of control. |

2. Demonstrate knowledge of ICS structure, principles, |
positions, and ICS forms.

3. Act as agent of the Incident Commander. |

Code: O= task can be completed in any situation (classroom, simulation, incident, daily job, etc.)
= task must be performed on an incident
R = rare event — the evaluation assignment may not provide opportunities to demonstrate performance. The evaluator may
be able to determine skills/knowledge through interview or the home office may need to arrange for another
assignment or a simulation.
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Competency 2: Lead assigned personnel

Description: Influence, guide, and direct assigned personnel to accomplish objectives and desired
outcomes in a rapidly changing, high-risk environment.

Behavior 1: Model leadership principles of Duty, Respect and Integrity.

TASK CODE | EVALUATION | EVALUATOR
RECORD #

1. Exhibit principles of duty. |
e Be proficient in your job, both technically and as
a leader.
e Make sound and timely decisions.
o Ensure that tasks are understood, supervised and
accomplished.
e Develop your subordinates for the future.

2. Exhibit principles of respect. |
e Know your subordinates and look out for their
well-being.
o Keep your subordinates informed.
Build the team.
e Employ your subordinates in accordance with
their capabilities.

3. Exhibit principles of integrity. |
e Know yourself and seek improvement.
o Seek responsibility and accept responsibility for
your actions.
e Set the example.

Behavior 2: Ensure the safety, welfare, and accountability of assigned personnel.

TASK CODE | EVALUATION | EVALUATOR
RECORD #

1. Recognize potentially hazardous situations. |

2. Inform subordinates of hazards. |

3. Ensure that special precautions are taken when I
extraordinary hazards exist.

4. Ensure adequate rest is provided to all unit personnel. I

Code: O= task can be completed in any situation (classroom, simulation, incident, daily job, etc.)
= task must be performed on an incident
R = rare event — the evaluation assignment may not provide opportunities to demonstrate performance. The evaluator may
be able to determine skills/knowledge through interview or the home office may need to arrange for another
assignment or a simulation.
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Behavior 3: Establish work assignments and performance expectations, monitor performance,
and provide feedback.

TASK CODE | EVALUATION | EVALUATOR
RECORD #

1. Brief and keep subordinates informed and updated. I

2. Assign Safety assistants to monitor potentially high- |
hazard areas or operations that will be considered to be of
high risk.

3. Initiate accident investigation team for those accidents I
that occur within the incident area.

4. Provide counseling and discipline as needed. I

5. Ensure that performance ratings are completed as I
required by the Incident Commander/Agency
Administrator.

Behavior 5: Coordinate interdependent activities.

TASK CODE | EVALUATION | EVALUATOR
RECORD #
1. Interact and coordinate with all command and general |
staff.
¢ Receive and transmit current and accurate

information.
o Work directly with Medical Unit Leader on
Incident Medical Plan ICS 206.

Code: O= task can be completed in any situation (classroom, simulation, incident, daily job, etc.)
= task must be performed on an incident
R = rare event — the evaluation assignment may not provide opportunities to demonstrate performance. The evaluator may
be able to determine skills/knowledge through interview or the home office may need to arrange for another
assignment or a simulation.
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Competency 3: Communicate effectively

Description: Use suitable communication techniques to share relevant information with
appropriate personnel on a timely basis to accomplish objectives in a rapidly changing, high risk
environment.

Behavior 1: Ensure all relevant information is exchanged during check-in, briefings and
debriefings.

TASK CODE | EVALUATION | EVALUATOR
RECORD #

1. Discuss ICS 215A at operational briefings as |
appropriate.

2. Prepare and present safety briefing. I
e Present a safety briefing at each briefing session.
e Briefing should contain information to alert
incident personnel of potential risk/hazard
considered to be most critical.
e Answer any questions that may arise.

3. Conduct debriefing with off-duty personnel. |

4. Debrief with incident Field Observers. |

o Meet with the incident Field Observer(s) to
obtain information on potential high-hazard areas
or operations that will be considered to be of high
risk.

e Use this information in preparation of safety
messages and for discussions at briefings.

e Safety assistants will be assigned to monitor
these areas or operations.

5. Participate in agency debriefing or closeout as |
appropriate.
e Asdirected by the Incident Commander, provide
a debriefing to the Agency Administrator
regarding incident safety history, including
accidents, hazards, corrective actions, and
commendations.

Code: O= task can be completed in any situation (classroom, simulation, incident, daily job, etc.)
= task must be performed on an incident
R = rare event — the evaluation assignment may not provide opportunities to demonstrate performance. The evaluator may
be able to determine skills/knowledge through interview or the home office may need to arrange for another
assignment or a simulation.
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Behavior 2: Ensure documentation is complete and disposition is appropriate.

TASK CODE | EVALUATION | EVALUATOR
RECORD #

1. Complete ICS Form 214 for each operational period. |
o Document incidents of a serious nature in the ICS
Form 214, Unit Log.

2. Ensure that accident investigation report(s) is/are I
complete and provided to Incident Commander and local
agency.

3. If required, ICS Form 221 (Demobilization Check- |
Out) is completed and turned in to the appropriate person.

4. Complete ICS 215A for each operational period. |

5. Ensure copies of 215A are included in documentation |
package.

Behavior 3: Gather, produce and distribute information as required by established guidelines
and ensure understanding by recipient.

TASK CODE | EVALUATION | EVALUATOR
RECORD #

1. Prepare safety messages for the incident. |

2. Post safety information on incident bulletin board if |
appropriate.

3. Prepare narrative or special reports. |

e When requested by the incident agency and/or
Incident Commander, prepare narrative report of
incident.

e Include the following items: number of injuries
and accidents, general safety situation and
problems encountered, description of significant
incidents or unsafe situations and
recommendations for corrective action.

Code: O= task can be completed in any situation (classroom, simulation, incident, daily job, etc.)
= task must be performed on an incident
R = rare event — the evaluation assignment may not provide opportunities to demonstrate performance. The evaluator may
be able to determine skills/knowledge through interview or the home office may need to arrange for another
assignment or a simulation.
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4. Distribute accident investigation reports and initiate |
follow-up action.

o Follow up to see that all accident investigation
reports are completed and include all required
information.

o Distribute copies of the report to the Incident
Commander and finance position assigned as
appropriate.

e Recommend need for corrective action based on
findings of the report to the Incident Commander.
Initiate immediate corrective action, if necessary.

o Distribute information concerning accidents to
Incident Commander.

5. Communicate to incident personnel any change in |
weather conditions during the operational period that was
not predictable and could cause high risk conditions.

Behavior 4. Communicate and assure understanding of work expectations within the chain of
command and across functional areas.

TASK CODE | EVALUATION | EVALUATOR
RECORD #

1. Ensure that Assistant Safety Officers understand their I
roles and responsibilities for carrying out the safety
mission during the incident.

2. Ensure incident management team members are aware |
of the safety-related aspects of their jobs and undertake
their job responsibilities in a safe manner based on
expected duration, size, type of incident, potential values
to be protected, and jurisdictional involvement.

Code: O= task can be completed in any situation (classroom, simulation, incident, daily job, etc.)
= task must be performed on an incident
= rare event — the evaluation assignment may not provide opportunities to demonstrate performance. The evaluator may
be able to determine skills/knowledge through interview or the home office may need to arrange for another
assignment or a simulation.
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Behavior 5: Develop and implement plans and gain concurrence of affected agencies and the public.

TASK CODE | EVALUATION | EVALUATOR
RECORD #

1. Develop or implement a safety action plan. |

e Ensure that hazards and risks are identified and
adequately monitored for the duration of the
incident.

e Share action plan with the Incident Commander
and incident staff and revise as necessary.

e Ensure any changes in incident hazards and risks
with relevant corrective actions are reflected in
the safety action plan, safety messages, and/or
safety briefings as appropriate.

e Coordinate elements of the safety action plan to
the 1AP.

Code: O= task can be completed in any situation (classroom, simulation, incident, daily job, etc.)
= task must be performed on an incident
= rare event — the evaluation assignment may not provide opportunities to demonstrate performance. The evaluator may
be able to determine skills/knowledge through interview or the home office may need to arrange for another
assignment or a simulation.
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Competency 4: Ensure completion of assigned actions to meet identified
objectives

Description: Identify, analyze, and apply relevant situational information and evaluate actions to
complete assignments safely and meet identified objectives. Complete actions within established
timeframe.

Behavior 1: Administer and/or apply agency policy, contracts and agreements.

TASK CODE | EVALUATION | EVALUATOR
RECORD #

1. Monitor vehicle/operator operational periods. |

e Audit time and equipment records of
drivers/vehicles to ensure they have not exceeded
the standards set by the agency on which the
incident has occurred.

e Operators that have been found to exceed these
standards will be relieved immediately.

e Document.

Behavior 2: Gather, analyze, and validate information pertinent to the incident or event and
make recommendations for setting priorities.

TASK CODE | EVALUATION | EVALUATOR
RECORD #

1. Monitor food and sanitation conditions. |

2. Inspect potable water supplies. |
e Inspect potable water sources, hauling and
storage containers.
e Document any deficiencies identified and take
corrective action.

3. Monitor incident personal protective equipment |
needs.

Code: O= task can be completed in any situation (classroom, simulation, incident, daily job, etc.)
= task must be performed on an incident
R = rare event — the evaluation assignment may not provide opportunities to demonstrate performance. The evaluator may
be able to determine skills/knowledge through interview or the home office may need to arrange for another
assignment or a simulation.
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4. Inspect incident facilities as appropriate. |

e Conduct a general inspection of the base and
camp facilities soon after they become
operational and follow up on a periodic basis
throughout the incident for compliance to all
health and safety standards.

e Identify and document all unsafe conditions and
provide this information to the Incident
Commander or the Base/Camp Manager.

5. Review and approve medical plan as appropriate. I
e Monitor plan to see that it addresses current
status of incident.

6. Ensure roads are inspected within the incident area. |

e Ensure that an inspection has been done on all
roads that will be used for the transportation of
personnel and equipment.

o All roads must be of adequate width, grade, and
maintenance condition to allow safe use by the
vehicles being utilized on the incident.

e Any roads that have been identified as unsafe for
vehicle travel will be closed and monitored for
unauthorized use.

7. Monitor operational period lengths. |
o |dentify personnel exceeding the work standards
established by the agency responsible for the
incident.
o Recommend corrective action to incident
commander.
e Ensure work/rest guidelines are followed.

8. Monitor incident personnel for general welfare. I

e Monitor personnel to determine if their needs are
being met as related to food, water and rest.

o Personnel identified as being high risk due to
extreme fatigue or poor physical condition will
be evaluated and discussed with Incident
Commander, and agency representative for final
resolution to problem.

Code: O= task can be completed in any situation (classroom, simulation, incident, daily job, etc.)
= task must be performed on an incident
= rare event — the evaluation assignment may not provide opportunities to demonstrate performance. The evaluator may
be able to determine skills/knowledge through interview or the home office may need to arrange for another
assignment or a simulation.
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9. Monitor fire crews for PPE use. |
o Visually check fire crew members preparing for
duty to see that they are wearing or have all
required PPE and other personal gear.
e Line workers that lack the PPE will be supplied
such equipment prior to being transported to the
line.

Behavior 3: Prepare clear and concise assessments regarding hazards, fire behavior, weather
and other relevant events.

TASK CODE | EVALUATION | EVALUATOR
RECORD #

1. Develop ICS 215A, Incident Safety Analysis, |
planning matrix.
e Complete ICS 215A for each operational period.
e Discuss ICS 215A at operational briefings as
appropriate.

2. Conduct initial and ongoing assessments to gather |
information and determine incident safety needs.

Behavior 4: Take appropriate action based on assessed risks.

TASK CODE | EVALUATION | EVALUATOR
RECORD #

1. Remove and identify tools and power equipment |
determined to be unsafe for use.

2. Relieve immediately vehicles/operators that have |
exceeded operational period standards.

3. Close any roads that have been identified as unsafe for |
vehicle travel and monitor for unauthorized use.

4. Supply PPE to line workers that lack PPE prior to |
being transported to the line.

Code: O= task can be completed in any situation (classroom, simulation, incident, daily job, etc.)
= task must be performed on an incident
R = rare event — the evaluation assignment may not provide opportunities to demonstrate performance. The evaluator may
be able to determine skills/knowledge through interview or the home office may need to arrange for another
assignment or a simulation.
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5. [Initiate accident investigations within the incident |
area.

¢ Initiate accident investigation team for those
accidents that occur within the incident area.

e Assure information, materials, the scene etc. are
preserved to support a complete and thorough
investigation of the accident.

o Ensure that accident investigation report is
completed and provided to Incident Commander
and local agency

e The investigation should not interfere with the
primary duties of the Safety Officer.

Behavior 5: Modify approach based on evaluation of incident situation.

TASK CODE | EVALUATION | EVALUATOR
RECORD #

1. Recognize limits of knowledge and seek advice or |
help on safety management as appropriate.

Behavior 6: Anticipate, recognize and mitigate unsafe situations.

TASK CODE | EVALUATION | EVALUATOR
RECORD #

1. Identify potentially unsafe situations. I

e Monitor all incident activities to identify any
potentially unsafe situations.

o Take appropriate action by contacting the
responsible supervisor for corrective action.

e If necessary, take direct action.

e Report to Incident Commander and General Staff
any action affecting the Incident Action Plan.

2. ldentify those risks or hazards with the highest |

potential for serious accident or injury.

¢ Identify those types of operations on an incident
of this type that most frequently lead to serious
injuries or fatalities.

e Discuss with Incident Commander.

o |dentify actions needed to prevent an accident
from taking place.

Code: O= task can be completed in any situation (classroom, simulation, incident, daily job, etc.)
1= task must be performed on an incident
R = rare event — the evaluation assignment may not provide opportunities to demonstrate performance. The evaluator may
be able to determine skills/knowledge through interview or the home office may need to arrange for another
assignment or a simulation.
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3. Exercise emergency authority to stop and prevent |
unsafe acts.

e Use direct intervention to correct any extremely
dangerous act which is being performed outside
of agency regulations, policies, standards, and
guidelines.

e Discuss with Incident Commander and document
action in ICS Form 214, Unit Log.

Behavior 7: Follow established and safety procedures relevant to given assignment.

TASK CODE | EVALUATION | EVALUATOR
RECORD #

1. Perform assigned job duties in accordance with |
established safety procedures.

Behavior 8: Ensure compliance with all legal and safety requirements relevant to air
operations.

TASK CODE | EVALUATION | EVALUATOR
RECORD #

1. Monitor all air operations activities. |

¢ Review compliance with agency flight duty
limitations.

e Monitor to ensure that air safety requirements are
being implemented and followed.

o Document all identified serious hazards or unsafe
conditions.

e Corrective action will be implemented through
the Incident Commander.

2. Review aircraft incidents/accident reports. |
e Review on a daily basis all aircraft
incident/accident reports.
e Monitor to see that recommended corrective
action is implemented.

Code: O= task can be completed in any situation (classroom, simulation, incident, daily job, etc.)
= task must be performed on an incident
R = rare event — the evaluation assignment may not provide opportunities to demonstrate performance. The evaluator may
be able to determine skills/knowledge through interview or the home office may need to arrange for another
assignment or a simulation.
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Behavior 9: Ensure functionality of equipment

TASK CODE | EVALUATION | EVALUATOR
RECORD #

1. Inspect hand tools and power equipment for unsafe |
conditions.

e Review on a periodic basis the condition of hand
tools being received on the incident and those
being reconditioned to determine they are safe
for use.

e Tool and power equipment determined to be
unsafe for use will be removed from use and
identified as such.

2. Ensure inspection of vehicles, mechanical equipment, |
and driver/operator qualifications are completed.

e A periodic inspection of vehicles will be
conducted to ensure they meet all mechanical and
maintenance standards.

e Ensure drivers/operators are properly trained and
have a valid license to operate the
vehicle/equipment assigned.

o Deficiencies will be documented.

Behavior 10: Plan for demobilization and ensure demobilization procedures are followed.

TASK CODE | EVALUATION | EVALUATOR
RECORD #

1. Receive demobilization instructions from supervisor. |

o Brief subordinate staff on demobilization
procedures and responsibilities as appropriate.

e Ensure that incident and agency demobilization
procedures are followed.

o Ifrequired, ICS Form 221 (Demobilization
Check-Out) is completed and turned in to the
appropriate person.

e Ensure copies of 215A are included in

documentation package.

Code: O= task can be completed in any situation (classroom, simulation, incident, daily job, etc.)
= task must be performed on an incident
R = rare event — the evaluation assignment may not provide opportunities to demonstrate performance. The evaluator may
be able to determine skills/knowledge through interview or the home office may need to arrange for another
assignment or a simulation.
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Behavior 11: Transfer position duties while ensuring continuity of authority and knowledge
and taking into account the increasing or decreasing incident complexity.

TASK CODE | EVALUATION | EVALUATOR
RECORD #

1. Determine with replacement time of transfer. |

2. Communicate transfer of command to operations and |
command staff.

3. If necessary, coordinate with agencies about transfer |
of command back to local jurisdiction.

Code: O= task can be completed in any situation (classroom, simulation, incident, daily job, etc.)
1= task must be performed on an incident
= rare event — the evaluation assignment may not provide opportunities to demonstrate performance. The evaluator may
be able to determine skills/knowledge through interview or the home office may need to arrange for another
assignment or a simulation.
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INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD

There are four separate blocks allowing evaluations to be made. These evaluations may be made on
incidents, simulations in classroom, or in daily duties, depending on what the position task book indicates.
This should be sufficient for qualification in the position if the individual is adequately prepared. If
additional blocks are needed, a page can be copied from a blank task book and attached.

COMPLETE THESE ITEMS AT THE START OF THE EVALUATION PERIOD:

Evaluator’s name, incident/office title, and agency: List the name of the Evaluator, his/her incident
position or office title, and agency.

Evaluator’s home unit address and phone: Self-explanatory

#: The number next to the evaluator’s name in the upper left corner of the evaluation record identifies a
particular incident or group of incidents. This number should be placed in the column labeled “Evaluation
Record #” on the PTB for each task performed satisfactorily. This number will enable reviewers of the
completed PTB to ascertain the qualifications of the different evaluators prior to making the appropriate sign-
off on the PTB.

Location of Incident/Simulation: ldentify the location where the tasks were performed by agency and
office.

Incident Kind: Enter kind of incident; e.g., hazmat, wildland fire, structural fire, search and rescue, flood,
tornado, etc.

COMPLETE THESE ITEMS AT THE END OF THE EVALUATION PERIOD:

Number and Type of Resources: Enter the number of resources and types assigned to the incident pertinent
to the Trainee’s task book position.

Duration: Enter inclusive dates during which the Trainee was evaluated. This block may indicate a span of
time covering several small and similar incidents if the Trainee has been evaluated on that basis; e.g., several
initial attack wildfires in similar fuel types.

Recommendation: Check as appropriate and/or make comments regarding the future needs for development
of this trainee.

Date: List the date the record is being completed.

Evaluator’s initials: Initial here to authenticate your recommendations and to allow for comparison with
initials in the PTB.

Evaluator’s relevant certification: List your certification relevant to the Trainee position you supervised.
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Evaluation Record

TRAINEE NAME TRAINEE POSITION

#1 | Evaluator’s name:

Incident/office title & agency:

Evaluator’s home unit address & phone:
Name and Location Incident Kind Number & Type of Duration
of Incident or (hazmat, tornado, flood, Resources (inclusive dates
Situation structural fire, wildfire, Pertinent to in trainee status)
(agency & area) search & rescue, etc.) Trainee’s Position
to
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:

Date:

Evaluator’s initials:

Evaluator

’s relevant agency certification or rating:

#2 | Evaluator’s name:

Incident/office title & agency:
Evaluator’s home unit address & phone:
Name and Location Incident Kind Number & Type of Duration
of Incident or (hazmat, tornado, flood, Resources (inclusive dates
Situation structural fire, wildfire, Pertinent to in trainee status)
(agency & area) search & rescue, etc.) Trainee’s Position
The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above named

Trainee. | 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:

Date:

Evaluator’s initials:

Evaluator’s relevant agency certification or rating:
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All-Hazard Safety Officer

Evaluation Record
(Continuation Sheet)

June 15, 2009

TRAINEE NAME

TRAINEE POSITION

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

Evaluator’s home unit address & phone:

Name and Location
of Incident or
Situation
(agency & area)

Incident Kind
(hazmat, tornado, flood,
structural fire, wildfire,

search & rescue, etc.)

Number & Type of
Resources
Pertinent to

Trainee’s Position

Duration
(inclusive dates
in trainee status)

to

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above named
Trainee. | 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.

1]

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

Recommendations:

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

Date:

Evaluator’s initials:

Evaluator’s relevant agency certification or rating:

I+

4 | Evaluator’s name:
Incident/office title & agency:

Evaluator’s home unit address & phone:

Name and Location
of Incident or situation
(agency & area)

Incident Kind
(hazmat, tornado, flood,
structural fire, wildfire,

search & rescue, etc.)

Number & Type of
Resources
Pertinent to

Trainee’s Position

Duration
(inclusive dates
in trainee status)

to

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above named
Trainee. | 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.

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

Recommendations:

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

Date:

Evaluator’s initials:

Evaluator’s relevant agency certification or rating:
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EVALUATOR

DO NOT COMPLETE THIS UNLESS YOU ARE RECOMMENDING THE TRAINEE FOR CERTIFICATION

VERIFICATION/CERTIFICATION OF COMPLETED POSITION TASK BOOK FOR THE
POSITION OF

FINAL EVALUATOR’S VERIFICATION

I verify that all tasks have been performed and are documented with appropriate initials.
I also verify that
has performed as a trainee and should therefore be considered for certification in this
position.

FINAL EVALUATOR’S SIGNATURE AND DATE

EVALUATOR’S PRINTED NAME, TITLE, DUTY STATION, AND PHONE NUMBER

AGENCY HEAD RECOMMENDATION FOR CERTIFICATION

| certify that
has met all requirements for qualification in this position and | recommend that they be
certified for the position.

OFFICIAL’S SIGNATURE AND DATE

OFFICIAL’S NAME TITLE, DUTY STATION, AND PHONE NUMBER
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HISTORICAL RECOGNITION

Historical recognition is a process that provides a means by which incident management personnel
who have either:

e Documentation of previous ICS training, education, and experience in an ICS position(s); or

e Documentation of previous extensive on-the-job incident response experience,

may receive credit for that previous experience, training, or qualification(s) and be considered as
meeting the minimum requirements of this guide in the categories of:

e Education;

e Training; and

e EXxperience,

for an ICS position(s) until they have successfully completed the actual minimum requirements for
that position. Historical Recognition does not apply to the categories of Physical/Medical Fitness,
Currency, or certification. The minimum requirements within those categories must be met
regardless of any historical recognition process.

HISTORICAL RECOGNITION PROCESS

If an Authority Having Jurisdiction (AHJ) does not form a Qualifications Committee to assist with
the management of the overall qualifications process, AHJ’s should give strong consideration to at
least forming a committee for the purposes of reviewing and processing applications for Historical
Recognition. Because of the time commitment involved and the potential for perceptions of
favoritism and unequal treatment during the process, other ICS qualifications processes currently
used by federal and state agencies that included a historical recognition provision used review
committees to accomplish that process.

The AHJ should develop a process to provide for the following:

e Developing a method to provide for historical recognition when there is sufficient
documentation available to substantiate the experience;

e Developing a standardized method for any individual to submit documentation of the experience
and training for review by the AHJ or the appropriate review committee established by the AHJ;

e Developing a method to determine if the previous experience or training is appropriate for the
position, keeping in mind the required criteria for the position and the competencies necessary
for safe and successful performance;

e Providing for Historical Recognition only when the individual has most recently performed the
position within the last five years;

e Requiring the individual meet all minimum requirements in this guide for a position if the
individual seeks an ICS position other than the position they were historically recognized for;

e Encouraging all individuals who are historically recognized into a position to complete the
minimum requirements for the positions within five years of being historically recognized.
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INCIDENT MANAGEMENT SYSTEM POSITION TASK BOOK

Position Task Books (PTB) were developed for designated positions as described under the
National Interagency Incident Management System (NIIMS) and have been incorporated into the
National Incident Management System (NIMS). The position task book is used by the authority
having jurisdiction to certify that the person to whom the task book belongs meets the standards
recommended by the National (NIMS) Integration Center (NIC).

Each PTB lists the performance requirements (tasks) for the specific position in a format that allows
a trainee to be evaluated against written guidelines. Successful performance of all tasks, as
observed and recorded by an evaluator, will result in a recommendation that the trainee be certified
in that position. Evaluation and confirmation of the individual’s performance of all the tasks may
involve more than one evaluator and can occur on incidents, in classroom simulation, and in other
work situations. Designated PTBs require position performance during which the majority of
required tasks are demonstrated on a single incident. It is important that performance be critically
evaluated and accurately recorded by each evaluator. All tasks must be evaluated. All bullet
statements within a task that require an action (contain an action verb) must be demonstrated before
that task can be signed off.

A brief list of responsibilities also appears below.
RESPONSIBILITIES:

1. The Agency Management is responsible for:
e Selecting trainees based on the needs of their organization or area Incident Management
Teams.
e Providing opportunities for evaluation and/or making the trainee available for evaluation.

2. The Individual is responsible for:
e Reviewing and understanding instructions in the PTB.
¢ Identifying desired objectives/goals.
e Providing background information to an evaluator.
e Satisfactorily demonstrating completion of all tasks for an assigned position within three
years.
Assuring the evaluation record is complete.
¢ Notifying the local agency head when the PTB is completed, and obtaining their signature
recommending certification.
e Keeping the original PTB in personal records.

3. The Evaluator is responsible for:
e Being qualified and proficient in the position being evaluated.
e Meeting with the trainee and determining past experience, current qualifications, and desired
objectives/goals.
e Reviewing tasks with the trainee.
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Explaining to the trainee the evaluation procedures that will be utilized and which objectives
may be attained.

Identifying tasks to be performed during the evaluation period.

Accurately evaluating and recording demonstrated performance of tasks. Dating and
initialing completion of the task shall document satisfactory performance. Unsatisfactory
performance shall be documented in the Evaluation Record.

Completing the Evaluation Record found at the end of each PTB.

4. The Final Evaluator is responsible for signing the verification statement inside the front cover
of the PTB when all tasks have been initialed.

5. The Agency Head or designee is responsible for:

Issuing the PTB to document task performance.

Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s
responsibilities.

Tracking progress of the trainee.

Identifying incident evaluation opportunities.

Identifying and assigning an evaluator that can provide a positive experience for the trainee,
and make an accurate and honest appraisal of the trainee’s performance.

Documenting the assignment.

Conducting progress reviews.

Conducting a closeout interview with the trainee and evaluator and assuring that
documentation is proper and complete.
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All-Hazard Supply Unit Leader

Competency: Assume position responsibilities.
Description: Successfully assume role of Unit Leader within the Logistics Section and initiate position

activities at the appropriate time according to the following behaviors.

June 15, 2009

TASK

mooOn

EVAL.
RECORD
#

EVALUATOR:
Initial & date
upon completion
of task

Behavior: Ensure availability, qualifications, and capabilities of resources to complete
assignment.

1. Determine support needs to meet the Incident Action Plan
(1AP) or other relevant plans.

2. Determine requirements for each section to be established
and place the initial order.

Use information from IAP, section briefings, and agency
briefings.

Use proper procedures, supplies, materials, and
equipment necessary to support projected incident size.

3. Coordinate with Logistics Section Chief and other functional
areas to obtain resources to organize work space and keep
unit operating.

Order materials, personnel and supplies using
established procedures.

Maintain adequate quantities of forms, supplies, and
materials to prevent shortage of basic needed items.
Obtain equipment to complete assignment (e.g., radio,
telephones, faxes, computers).

Ensure appropriate personnel to support unit (e.g., night
operational period, increase/reduce staffing).

Code: O= task can be completed in any situation (classroom, simulation, incident, daily job, etc.)
= task must be performed on an incident
R = rare event — the evaluation assignment may not provide opportunities to demonstrate performance. The evaluator

may be able to determine skills/knowledge through interview or the home office may need to arrange for another

assignment or a simulation.
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TASK C| EVAL. EVALUATOR:
O | RECORD Initial & date
D # upon completion
E of task

Behavior: Gather, update, and apply situational information relevant to the assignment.

4. Obtain initial briefing from Logistics Section I
Chief/supervisor.
» Work space
*  Work schedule
» Policies and operating procedures
» Current resource commitments
» Current situation
» Expected duration of assignment
* |AP or other relevant plan

5. Gather information to assess the incident assignment. @)
* Incident activities
»  Unit briefings
* Planning meetings

Behavior: Establish effective relationships with relevant personnel.

6. Establish and maintain positive interpersonal and I
interagency working relationships.

Behavior: Establish organization structure, reporting procedures, and chain of command
of assigned resources.

7. Organize assigned personnel to meet the needs of the unit. I

Behavior: Understand and comply with ICS concepts and principles.

8. Coordinate with functional areas within the ICS structure. |

Code: O= task can be completed in any situation (classroom, simulation, incident, daily job, etc.)
= task must be performed on an incident
R = rare event — the evaluation assignment may not provide opportunities to demonstrate performance. The evaluator
may be able to determine skills/knowledge through interview or the home office may need to arrange for another
assignment or a simulation.
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Competency: Lead assigned personnel.

June 15, 2009

Description: Influence, guide, and direct assigned personnel to accomplish objectives and desired

outcomes in a rapidly changing, high-risk environment.

TASK

mooOn

EVAL.
RECORD
#

EVALUATOR:
Initial & date
upon completion
of task

Behavior: Model leadership values and principles.

9. Exhlblt principles of duty.
Be proficient in your job, both technically and as a
leader.
* Make sound and timely decisions.
e Ensure tasks are understood, supervised and
accomplished.
o Develop your subordinates for the future.

10. Exhibit principles of respect.
»  Know your subordinates and look out for their well-
being.
» Keep your subordinates informed.
» Build the team.
»  Employ your subordinates in accordance with their
capabilities.

11. Exhibit principles of integrity.
»  Know yourself and seek improvement.
»  Seek responsibility and accept responsibility for your
actions.
e Set the example.

Behavior: Ensure the safety, welfare, and accountability of assigned personnel.

12. Provide for the safety and welfare of assigned resources.
» Recognize, mitigate and communicate potentially
hazardous situations.
»  Monitor condition of assigned resources.
» Account for assigned resources.
» Develop and implement safety and security
requirements.

Code: O= task can be completed in any situation (classroom, simulation, incident, daily job, etc.)

= task must be performed on an incident

R = rare event — the evaluation assignment may not provide opportunities to demonstrate performance. The evaluator
may be able to determine skills/knowledge through interview or the home office may need to arrange for another

assignment or a simulation.
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June 15, 2009

TASK

mooOn

EVAL.
RECORD
#

EVALUATOR:
Initial & date
upon completion
of task

Behavior: Establish work assignments and performance expectations, monitor

performance, and provide feedback.

13. Perform the duties of an Ordering Manager.

» Establish ordering procedures.

» Establish name and telephone numbers of agency
personnel receiving orders.

» Set up filing system.

e Get names of incident personnel who have ordering
authority.

» Check on what has already been ordered.

» Ensure order forms are filled out correctly.

» Place orders in a timely manner.

e Consolidate orders when possible.

» Identify times and locations for delivery of supplies and
equipment.

» Keep Receiving and Distribution Manager informed of
orders placed.

»  Submit all ordering documents to Documentation
Control Unit through Supply Unit Leader before
demobilization.

* Maintain Unit/Activity Log (ICS Form 214).

14. Perform the duties of a Receiving and Distribution

Manager.

» Order required personnel to operate supply area.

» Organize physical layout of supply area.

» Establish procedures for operating supply area.

o Set up filing system for receiving and distribution of
supplies and equipment.

e Maintain inventory of supplies and equipment.

» Develop security requirement for supply area.

» Establish procedures for receiving supplies and
equipment.

e Submit necessary reports to Supply Unit Leader.

» Notify Ordering Manager of supplies and equipment
received.

» Provide necessary supply records to Supply Unit Leader.

* Maintain Unit/Activity Log (ICS Form 214).

Code: O= task can be completed in any situation (classroom, simulation, incident, daily job, etc.)

= task must be performed on an incident

R = rare event — the evaluation assignment may not provide opportunities to demonstrate performance. The evaluator
may be able to determine skills/knowledge through interview or the home office may need to arrange for another

assignment or a simulation.
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June 15, 2009

TASK

mooOn

EVAL.
RECORD
#

EVALUATOR:
Initial & date
upon completion
of task

Behavior: Establish work assignments and performance expectations, monitor
performance, and provide feedback.

15. Perform the duties of Tool and Equipment Specialist.

Determine personnel requirements.

Obtain necessary equipment and supplies.

Set up tool storage and conditioning area.

Establish tool inventory and accountability system.
Maintain all tools in proper condition.

Assemble tools for issuance each operational period per
Incident Action Plan.

Receive and recondition tools after each operational
period.

Ensure that all appropriate safety measures are taken in
tool conditioning area.

Maintain Unit/Activity Log (ICS Form 214).

16.

Complete daily review of staffing requirements and ensure
adequate personnel to meet needs.

17.

Develop schedule/assignments based on IAP or relevant
plan.

18.

Ensure subordinates understand assignment for operational
period.

19.

Continually evaluate performance.

Communicate deficiencies immediately and take
corrective action.

Provide training opportunities where available.
Complete personnel performance evaluations according
to agency guidelines.

Code: O=

= task must be performed on an incident

task can be completed in any situation (classroom, simulation, incident, daily job, etc.)

= rare event — the evaluation assignment may not provide opportunities to demonstrate performance. The evaluator
may be able to determine skills/knowledge through interview or the home office may need to arrange for another

assignment or a simulation.
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June 15, 2009

TASK

mooOn

EVAL.
RECORD
#

EVALUATOR:
Initial & date
upon completion
of task

Behavior: Emphasize teamwork.

20. Establish cohesiveness among assigned resources.
» Provide for open communication.
»  Seek commitment.
»  Set expectations for accountability.
» Focus on the team result.

Behavior: Coordinate interdependent activities.

21. Interact and coordinate with appropriate unit leaders and
operations personnel.
» Receive and transmit needed information.

22. Coordinate with other units and sections for completion of
work assignments.
» Assist other sections to meet priorities and time frames.
 Receive and transmit needed information.

23. Coordinate with managers within the unit to identify
needed/excess personnel and facilities.

24. Coordinate with Facilities Unit to establish layout of Supply
Unit.
* Ordering
* Receiving and distribution
e Space for expansion
» Shelter
* Tool sharpening

Code: O= task can be completed in any situation (classroom, simulation, incident, daily job, etc.)

= task must be performed on an incident

= rare event — the evaluation assignment may not provide opportunities to demonstrate performance. The evaluator
may be able to determine skills/knowledge through interview or the home office may need to arrange for another

assignment or a simulation.
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Competency: Communicate effectively.

June 15, 2009

Description: Use suitable communication techniques to share relevant information with appropriate
personnel on a timely basis to accomplish objectives in a rapidly changing, high-risk environment.

TASK

C
@)
D
E

EVAL.
RECORD
#

EVALUATOR:
Initial & date
upon completion
of task

Behavior: Ensure relevant information is exchanged during briefings and debriefings.

25. Brief and keep subordinates informed and updated.
» Ensure unit leader expectations are communicated and
understood.

26. Participate in functional area briefings and conduct unit
After Action Reviews (AARS).

Behavior: Ensure documentation is complete and disposition

is appropriate.

27. Review and approve subordinate time reports.

28. Submit completed original documents at appropriate time
(e.g. each operational period, final package).
* ICS 214, Unit Log
»  Submit reports to Support Branch Director

29. Prepare unit narrative and submit to Logistics Section Chief
if applicable.

Behavior: Gather, produce and distribute information as required by established

guidelines and ensure understanding by recipient.

30. Prepare information for briefings and meetings.

31. Determine and monitor current status of unit activities and
relay to appropriate incident personnel.

32. Confirm estimated time of arrival of staff, equipment, and
supplies.

Code: O= task can be completed in any situation (classroom, simulation, incident, daily job, etc.)

= task must be performed on an incident

R = rare event — the evaluation assignment may not provide opportunities to demonstrate performance. The evaluator
may be able to determine skills/knowledge through interview or the home office may need to arrange for another

assignment or a simulation.
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All-Hazard Supply Unit Leader

June 15, 2009

TASK

mooOn

EVAL.
RECORD
#

EVALUATOR:
Initial & date
upon completion
of task

Behavior: Communicate and ensure understanding of work expectations within the chain

of command and across functional areas.

33. Coordinate across functional areas.
*  Provide timely feedback in response to requests.

Code: O= task can be completed in any situation (classroom, simulation, incident, daily job, etc.)

= task must be performed on an incident

= rare event — the evaluation assignment may not provide opportunities to demonstrate performance. The evaluator
may be able to determine skills/knowledge through interview or the home office may need to arrange for another

assignment or a simulation.

6/15/2009
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All-Hazard Supply Unit Leader

June 15, 2009

Competency: Ensure completion of assigned actions to meet identified

objectives.

Description: Identify, analyze, and apply relevant situational information and evaluate actions to
complete assignments safely and meet identified objectives. Complete actions within established

timeframe.

TASK

mooOn

EVAL.
RECORD
#

EVALUATOR:
Initial & date
upon completion
of task

Behavior: Follow established procedures and/or safety procedures relevant to given

assignment.

34. Ensure established guidelines are followed.
*  Work/rest
»  Agency safety standards and procedures

Behavior: Take appropriate action based on assessed risks.

35. Ensure security of supply area is maintained.
» Lights
e Barricades

Behavior: Provide logistical support as necessary.

36. Coordinate with command and general staff regarding
resource needs.
e Immediate
»  Subsequent operational periods

37. Oversee ordering function.
» Internal and external ordering procedures are
implemented.

38. Oversee receiving and distribution function.
» Order, receive, distribute, and store supplies and
equipment.
» Adequate inventory of equipment and supplies.
» Maintain inventory of supplies and equipment
» Service Reusable Equipment

Code: O= task can be completed in any situation (classroom, simulation, incident, daily job, etc.)

= task must be performed on an incident

R = rare event — the evaluation assignment may not provide opportunities to demonstrate performance. The evaluator
may be able to determine skills/knowledge through interview or the home office may need to arrange for another

assignment or a simulation.

6/15/2009
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All-Hazard Supply Unit Leader June 15, 2009

Behavior: Transfer position duties while ensuring continuity of authority and knowledge
and taking into account the increasing or decreasing incident complexity.

TASK C| EVAL. EVALUATOR:
O | RECORD Initial & date
D # upon completion
E of task

39. Coordinate an efficient transfer of position duties when I
mobilizing/demobilizing (e.g., incoming Incident
Management Team (IMT), host agency).

* Inform subordinate staff and IC.
» Document follow-up action needed and submit to
supervisor.

Behavior: Plan for demobilization and ensure demobilization procedures are followed.

40. Anticipate demobilization of resources. I
» ldentify excess resources.
»  Prepare schedule for demobilization.

41. Ensure demobilization of resources. I
»  Brief subordinate staff on demobilization procedures
and responsibilities.
» Ensure incident and agency demobilization procedures
are followed.

Code: O= task can be completed in any situation (classroom, simulation, incident, daily job, etc.)
= task must be performed on an incident
= rare event — the evaluation assignment may not provide opportunities to demonstrate performance. The evaluator
may be able to determine skills/knowledge through interview or the home office may need to arrange for another
assignment or a simulation.
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INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD

There are four separate blocks allowing evaluations to be made. These evaluations may be made on
incidents, simulations in classroom, or in daily duties, depending on what the position task book indicates.
This should be sufficient for qualification in the position if the individual is adequately prepared. If
additional blocks are needed, a page can be copied from a blank task book and attached.

COMPLETE THESE ITEMS AT THE START OF THE EVALUATION PERIOD:

Evaluator’s name, incident/office title, and agency: List the name of the Evaluator, his/her incident
position or office title, and agency.

Evaluator’s home unit address and phone: Self-explanatory

#: The number next to the evaluator’s name in the upper left corner of the evaluation record identifies a
particular incident or group of incidents. This number should be placed in the column labeled “Evaluation
Record #” on the PTB for each task performed satisfactorily. This number will enable reviewers of the
completed PTB to ascertain the qualifications of the different evaluators prior to making the appropriate sign-
off on the PTB.

Location of Incident/Simulation: Identify the location where the tasks were performed by agency and
office.

Incident Kind: Enter kind of incident; e.g., hazmat, wildland fire, structural fire, search and rescue, flood,
tornado, etc.

COMPLETE THESE ITEMS AT THE END OF THE EVALUATION PERIOD:

Number and Type of Resources: Enter the number of resources and types assigned to the incident pertinent
to the Trainee’s task book position.

Duration: Enter inclusive dates during which the Trainee was evaluated. This block may indicate a span of
time covering several small and similar incidents if the Trainee has been evaluated on that basis; e.g., several
initial attack wildfires in similar fuel types.

Recommendation: Check as appropriate and/or make comments regarding the future needs for development
of this trainee.

Date: List the date the record is being completed.

Evaluator’s initials: Initial here to authenticate your recommendations and to allow for comparison with
initials in the PTB.

Evaluator’s relevant certification: List your certification relevant to the Trainee position you supervised.
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Evaluation Record

TRAINEE NAME TRAINEE POSITION

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

Evaluator’s home unit address & phone:

Name and Location Incident Kind Number & Type of Duration
of Incident or (hazmat, tornado, flood, Resources (inclusive dates
Situation structural fire, wildfire, Pertinent to in trainee status)
(agency & area) search & rescue, etc.) Trainee’s Position
to

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:

Date:

Evaluator’s initials:

Evaluator’s relevant agency certification or rating:

T+

2 | Evaluator’s name:
Incident/office title & agency:

Evaluator’s home unit address & phone:

Name and Location Incident Kind Number & Type of Duration
of Incident or (hazmat, tornado, flood, Resources (inclusive dates
Situation structural fire, wildfire, Pertinent to in trainee status)
(agency & area) search & rescue, etc.) Trainee’s Position
to

1]

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:

Date:

Evaluator’s initials:

Evaluator’s relevant agency certification or rating:

6/15/2009
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Evaluation Record
(Continuation Sheet)

TRAINEE NAME TRAINEE POSITION

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

Evaluator’s home unit address & phone:

Name and Location Incident Kind Number & Type of Duration
of Incident or (hazmat, tornado, flood, Resources (inclusive dates
Situation structural fire, wildfire, Pertinent to in trainee status)
(agency & area) search & rescue, etc.) Trainee’s Position
to

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:

Date:

Evaluator’s initials:

Evaluator’s relevant agency certification or rating:

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

Evaluator’s home unit address & phone:

Name and Location Incident Kind Number & Type of Duration
of Incident or situation | (hazmat, tornado, flood, Resources (inclusive dates
(agency & area) structural fire, wildfire, Pertinent to in trainee status)
search & rescue, etc.) Trainee’s Position
to

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:

Date:

Evaluator’s initials:

Evaluator’s relevant agency certification or rating:

6/15/2009
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POSITION TASK BOOK FOR THE POSITION OF

ALL-HAZARD
TIME UNIT LEADER

Version: June 15, 2009

POSITION TASK BOOK ASSIGNED TO:

INDIVIDUAL’S NAME, DUTY STATION, AND PHONE NUMBER

POSITION TASK BOOK INITIATED BY:

OFFICIAL’S NAME, TITLE, DUTY STATION, AND PHONE NUMBER

LOCATION AND DATE THAT POSITION TASK BOOK WAS INITIATED






All-Hazard Time Unit Leader June 15, 2009

EVALUATOR

DO NOT COMPLETE THIS UNLESS YOU ARE RECOMMENDING THE TRAINEE FOR CERTIFICATION

VERIFICATION/CERTIFICATION OF COMPLETED POSITION TASK BOOK FOR THE
POSITION OF

FINAL EVALUATOR’S VERIFICATION

I verify that all tasks have been performed and are documented with appropriate initials.
I also verify that
has performed as a trainee and should therefore be considered for certification in this
position.

FINAL EVALUATOR’S SIGNATURE AND DATE

EVALUATOR’S PRINTED NAME, TITLE, DUTY STATION, AND PHONE NUMBER

AGENCY HEAD RECOMMENDATION FOR CERTIFICATION

| certify that
has met all requirements for qualification in this position and | recommend that they be
certified for the position.

OFFICIAL’S SIGNATURE AND DATE

OFFICIAL’S NAME TITLE, DUTY STATION, AND PHONE NUMBER
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All-Hazard Time Unit Leader June 15, 2009

HISTORICAL RECOGNITION

Historical recognition is a process that provides a means by which incident management personnel
who have either:

e Documentation of previous ICS training, education, and experience in an ICS position(s); or

e Documentation of previous extensive on-the-job incident response experience,

may receive credit for that previous experience, training, or qualification(s) and be considered as
meeting the minimum requirements of this guide in the categories of:

e Education;

e Training; and

e EXxperience,

for an ICS position(s) until they have successfully completed the actual minimum requirements for
that position. Historical Recognition does not apply to the categories of Physical/Medical Fitness,
Currency, or certification. The minimum requirements within those categories must be met
regardless of any historical recognition process.

HISTORICAL RECOGNITION PROCESS

If an Authority Having Jurisdiction (AHJ) does not form a Qualifications Committee to assist with
the management of the overall qualifications process, AHJ’s should give strong consideration to at
least forming a committee for the purposes of reviewing and processing applications for Historical
Recognition. Because of the time commitment involved and the potential for perceptions of
favoritism and unequal treatment during the process, other ICS qualifications processes currently
used by federal and state agencies that included a historical recognition provision used review
committees to accomplish that process.

The AHJ should develop a process to provide for the following:

e Developing a method to provide for historical recognition when there is sufficient
documentation available to substantiate the experience;

e Developing a standardized method for any individual to submit documentation of the experience
and training for review by the AHJ or the appropriate review committee established by the AHJ;

e Developing a method to determine if the previous experience or training is appropriate for the
position, keeping in mind the required criteria for the position and the competencies necessary
for safe and successful performance;

e Providing for Historical Recognition only when the individual has most recently performed the
position within the last five years;

e Requiring the individual meet all minimum requirements in this guide for a position if the
individual seeks an ICS position other than the position they were historically recognized for;

e Encouraging all individuals who are historically recognized into a position to complete the
minimum requirements for the positions within five years of being historically recognized.
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All-Hazard Time Unit Leader June 15, 2009

INCIDENT MANAGEMENT SYSTEM POSITION TASK BOOK

Position Task Books (PTB) were developed for designated positions as described under the
National Interagency Incident Management System (NIIMS) and have been incorporated into the
National Incident Management System (NIMS). The position task book is used by the authority
having jurisdiction to certify that the person to whom the task book belongs meets the standards
recommended by the DHS Incident Management Systems Integration Division (IMSID).

Each PTB lists the performance requirements (tasks) for the specific position in a format that allows
a trainee to be evaluated against written guidelines. Successful performance of all tasks, as
observed and recorded by an evaluator, will result in a recommendation that the trainee be certified
in that position. Evaluation and confirmation of the individual’s performance of all the tasks may
involve more than one evaluator and can occur on incidents, in classroom simulation, and in other
work situations. Designated PTBs require position performance during which the majority of
required tasks are demonstrated on a single incident. It is important that performance be critically
evaluated and accurately recorded by each evaluator. All tasks must be evaluated. All bullet
statements within a task that require an action (contain an action verb) must be demonstrated before
that task can be signed off.

A brief list of responsibilities also appears below.
RESPONSIBILITIES:

1. The Agency Management is responsible for:
e Selecting trainees based on the needs of their organization or area Incident Management
Teams.
e Providing opportunities for evaluation and/or making the trainee available for evaluation.

2. The Individual is responsible for:

e Reviewing and understanding instructions in the PTB.

e |dentifying desired objectives/goals.

e Providing background information to an evaluator.

e Satisfactorily demonstrating completion of all tasks for an assigned position within three
years.

e Assuring the evaluation record is complete.

e Notifying the local agency head when the PTB is completed, and obtaining their signature
recommending certification.

e Keeping the original PTB in personal records.

3. The Evaluator is responsible for:
e Being qualified and proficient in the position being evaluated.
e Meeting with the trainee and determining past experience, current qualifications, and desired
objectives/goals.
e Reviewing tasks with the trainee.
e Explaining to the trainee the evaluation procedures that will be utilized and which objectives
may be attained.
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All-Hazard Time Unit Leader June 15, 2009

Identifying tasks to be performed during the evaluation period.

Accurately evaluating and recording demonstrated performance of tasks. Dating and
initialing completion of the task shall document satisfactory performance. Unsatisfactory
performance shall be documented in the Evaluation Record.

Completing the Evaluation Record found at the end of each PTB.

4. The Final Evaluator is responsible for signing the verification statement inside the front cover
of the PTB when all tasks have been initialed.

5. The Agency Head or designee is responsible for:

Issuing the PTB to document task performance.

Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s
responsibilities.

Tracking progress of the trainee.

Identifying incident evaluation opportunities.

Identifying and assigning an evaluator that can provide a positive experience for the trainee,
and make an accurate and honest appraisal of the trainee’s performance.

Documenting the assignment.

Conducting progress reviews.

Conducting a closeout interview with the trainee and evaluator and assuring that
documentation is proper and complete.
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Competency: Assume position responsibilities.
Description: Successfully assume role of Unit Leader within the Finance/Administration Section and
initiate position activities at the appropriate time according to the following behaviors.

TASK C| EVAL. EVALUATOR:
O | RECORD Initial & date
D # upon completion
E of task

Behavior: Ensure availability, qualifications, and capabilities of resources to complete
assignment.

1. Coordinate with Finance/Administration Section Chief and I

other functional areas to obtain resources.

e Order materials and supplies using procedures
established by the section chief.

e Maintain quantities of forms, supplies, and materials at
a level to prevent shortage of any basic needed items.

e Acquire equipment (e.g., radio, telephones, faxes,
computers).

e Ensure appropriate number of personnel to support unit
(e.g., night operational period, increase/reduce staffing).

e Ensure adequate signage for work locations
(e.g., check-in/demobilization/resource).

2. Organize work area to facilitate unit operations. I
e Establish filing system.
e Establish area to receive documents.
o Establish message center (e.g., bulletin board).

Code: O= task can be completed in any situation (classroom, simulation, incident, daily job, etc.)
= task must be performed on an incident
R = rare event — the evaluation assignment may not provide opportunities to demonstrate performance. The evaluator
may be able to determine skills/knowledge through interview or the home office may need to arrange for another
assignment or a simulation.
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All-Hazard Time Unit Leader

June 15, 2009

TASK

mooOn

EVAL.
RECORD
#

EVALUATOR:
Initial & date
upon completion
of task

Behavior: Gather, update, and apply situational informat

ion

relevant to the assignment.

3. Obtain initial briefing from Finance Section Chief or
supervisor.

Names, contact number, and positions/functions of host
unit administrative personnel and cooperating/assisting
agencies.

Local administrative guidelines.

Resources assigned and ordered for the incident and the
unit.

Logistical information (e.g., eating, sleeping, shower
hours).

Expectations and section operating procedures.

Copy of Incident Action Plan (IAP) or other relevant
plan.

Unit specific information.

Behavior: Establish effective relationships with relevant personnel.

4. Establish and maintain positive interpersonal and
interagency working relationships.

Behavior: Establish organization structure, reporting procedures, and chain of command
of assigned resources.

5. Organize assigned personnel to meet the needs of the unit.

Behavior: Understand and comply with ICS concepts and principles.

6. Coo

rdinate with functional areas within the ICS structure.

Code: O=

= task must be performed on an incident

R =

6/15/2009

task can be completed in any situation (classroom, simulation, incident, daily job, etc.)

rare event — the evaluation assignment may not provide opportunities to demonstrate performance. The evaluator

may be able to determine skills/knowledge through interview or the home office may need to arrange for another

assignment or a simulation.
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All-Hazard Time Unit Leader

Competency: Lead assigned personnel.

June 15, 2009

Description: Influence, guide, and direct assigned personnel to accomplish objectives and desired

outcomes in a rapidly changing, high-risk environment.

TASK C| EVAL. EVALUATOR:
O | RECORD Initial & date
D # upon completion
E of task
Behavior: Model leadership values and principles.
7. Exhibit principles of duty. I
e Be proficient in your job, both technically and as a
leader.
e Make sound and timely decisions.
Ensure tasks are understood, supervised and
accomplished.
o Develop your subordinates for the future.
8. Exhibit principles of respect. I
e Know your subordinates and look out for their well-
being.
e Keep your subordinates informed.
e Build the team.
e Employ your subordinates in accordance with their
capabilities.
9. Exhibit principles of integrity. I
e Know yourself and seek improvement.
e Seek responsibility and accept responsibility for your
actions.
e Set the example.
Behavior: Ensure the safety, welfare, and accountability of assigned personnel.
10. Provide for the safety and welfare of assigned resources. I
¢ Monitor condition of assigned resources.
e Account for assigned resources.
e Provide for care of assigned personnel and notify
supervisor in event of sickness, injury, or accident.
Code: O= task can be completed in any situation (classroom, simulation, incident, daily job, etc.)
= task must be performed on an incident
R = rare event — the evaluation assignment may not provide opportunities to demonstrate performance. The evaluator

may be able to determine skills/knowledge through interview or the home office may need to arrange for another

assignment or a simulation.
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All-Hazard Time Unit Leader

June 15, 2009

TASK

mooOn

EVAL.
RECORD
#

EVALUATOR:
Initial & date
upon completion
of task

Behavior: Establish work assignments and performance expectations, monitor
performance, and provide feedback.

11. Perform the duties of an Equipment Time Recorder.

Set up Equipment Time Recorder function in location
designated by Time Unit Leader.

Advise Ground Support Unit, Facilities Unit, and Air
Support Group of the requirement to establish and
maintain a file for maintaining a daily record of
equipment time.

Assist units in establishing a system for collecting
equipment time reports.

Post all equipment time tickets within four hours after
the end of each operational period.

Prepare a use and summary invoice for equipment (as
required) within twelve (12) hours after equipment
arrival at incident.

Submit data to Time Unit Leader for cost effectiveness
analysis.

Maintain current posting on all charges or credits for
fuel, parts, services and commissary.

Verify all time data and deductions with owner/operator
of equipment.

Complete all forms according to agency specifications.
Close out forms prior to demobilization.

Distribute copies per agency and incident policy.
Maintain Unit/Activity Log (ICS Form 214).

Code: O=

= task must be performed on an incident

R =

6/15/2009

task can be completed in any situation (classroom, simulation, incident, daily job, etc.)

rare event — the evaluation assignment may not provide opportunities to demonstrate performance. The evaluator

may be able to determine skills/knowledge through interview or the home office may need to arrange for another

assignment or a simulation.
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All-Hazard Time Unit Leader

June 15, 2009

TASK

mooOn

EVAL.
RECORD
#

EVALUATOR:
Initial & date
upon completion
of task

Behavior: Establish work assignments and performance expectations, monitor
performance, and provide feedback.

12. Perform the duties of a Personnel Time Recorder.

Establish and maintain a file for employee time reports
within the first operational period.

Initiate, gather, or update a time report from all
applicable personnel assigned to the incident for each
operational period.

Ensure that all employee identification information is
verified to be correct on the time report.

Post personnel travel and work hours, transfers,
promotions, specific pay provisions and terminations to
personnel time documents.

Post all commissary issues to personnel time documents.
Ensure that time reports are signed.

Close out time documents prior to personnel leaving the
incident.

Distribute all time documents according to agency
policy.

Maintain a log of excessive hours worked and give to
Time Unit Leader daily.

Maintain Unit/Activity Log (ICS Form 214).

13. Perform the duties of a Commissary Manager

Set up and provide commissary operation to meet
incident needs.

Establish and maintain adequate security for
commissary.

Request commissary stock through Supply Unit Leader.
Maintain complete record of commissary stock including
invoices for material received, issuance records, transfer
records and closing inventories.

Maintain commissary issue record by crews and submit
records to Time Recorder during or at the end of each
operational period.

Use proper agency forms for all record keeping.
Complete forms according to agency specification.
Ensure that all records are closed out and commissary
stock is inventoried and returned to

Supply Unit prior to demobilization.

Maintain Unit/Activity Log (ICS Form 214).

Code: O= task can be completed in any situation (classroom, simulation, incident, daily job, etc.)
= task must be performed on an incident
R = rare event — the evaluation assignment may not provide opportunities to demonstrate performance. The evaluator
may be able to determine skills/knowledge through interview or the home office may need to arrange for another
assignment or a simulation.
6/15/2009
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All-Hazard Time Unit Leader

June 15, 2009

TASK

mooOn

EVAL.
RECORD
#

EVALUATOR:
Initial & date
upon completion
of task

Behavior: Establish work assignments and performance expectations, monitor
performance, and provide feedback.

14.

Complete daily review of staffing requirements and ensure
adequate personnel to meet needs.

15.

Develop schedule/assignments based on IAP or relevant
plan.

16.

Ensure subordinates understand assignment for operational
period.

17.

Perform duties of Commissary Manager
o Ensure effective operations
e Ensure Commissary security

18.

Perform duties of Equipment Time Recorder

19.

Perform duties of Personnel Time Recorder

20.

Continually evaluate performance.

e Communicate deficiencies immediately and take
corrective action.

e Provide training opportunities where available.

o Complete personnel performance evaluations according
to agency guidelines.

Behavior: Emphasize teamwork.

21.

Establish cohesiveness among assigned resources.
e Provide for open communication.

e Seek commitment.

e Set expectations for accountability.

e Focus on the team result.

Code: O=

= task must be performed on an incident

task can be completed in any situation (classroom, simulation, incident, daily job, etc.)

= rare event — the evaluation assignment may not provide opportunities to demonstrate performance. The evaluator
may be able to determine skills/knowledge through interview or the home office may need to arrange for another

assignment or a simulation.
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All-Hazard Time Unit Leader

June 15, 2009

TASK

mooOn

EVAL.
RECORD
#

EVALUATOR:
Initial & date
upon completion
of task

Behavi

or: Coordinate interdependent activities.

22. Coordinate with other units and sections for completion of

wor
.

k assignments.

Assist other sections to meet priorities and time frames.

Receive and transmit needed information.

23. Advise incident personnel on pay and travel regulations,

poli

cies and procedures.

Driving regulations/standards

Work/rest guidelines

Agency specific hiring and payment processes and
procedures

Assignment extensions

Meal breaks

Hazard/environmental pay

Code: O=

6/15/2009

task must be performed on an incident

task can be completed in any situation (classroom, simulation, incident, daily job, etc.)

rare event — the evaluation assignment may not provide opportunities to demonstrate performance. The evaluator

may be able to determine skills/knowledge through interview or the home office may need to arrange for another

assignment or a simulation.
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All-Hazard Time Unit Leader

Competency: Communicate effectively.

June 15, 2009

Description: Use suitable communication techniques to share relevant information with appropriate
personnel on a timely basis to accomplish objectives in a rapidly changing, high-risk environment.

TASK C| EVAL. EVALUATOR:
O | RECORD Initial & date
D # upon completion
E of task

Behavior: Ensure relevant information is exchanged during briefings and debriefings.

24. Brief and keep subordinates informed and updated.
e Ensure unit leader expectations are communicated and
understood.

25. Attend incident operational briefings and meetings as
directed.
e Provide information as requested.
o Keep supervisor informed of issues and potential
problems.

26. Participate in functional area briefings and conduct unit
After Action Reviews (AARs), as appropriate.

Code: O= task can be completed in any situation (classroom, simulation, incident, daily job, etc.)

= task must be performed on an incident

R = rare event — the evaluation assignment may not provide opportunities to demonstrate performance. The evaluator
may be able to determine skills/knowledge through interview or the home office may need to arrange for another

assignment or a simulation.

6/15/2009
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All-Hazard Time Unit Leader

June 15, 2009

TASK

mooOn

EVAL.
RECORD
#

EVALUATOR:
Initial & date
upon completion
of task

Behavior: Ensure documentation is complete and disposition

is appropriate.

27. Review and approve subordinate time reports.

28. Submit completed original documents at appropriate time
(e.g., each operational period, final package).
e |ICS 213, General Message
e ICS 214, Unit Log

29. Compile unit documentation for final incident package.

30. Ensure auditing process is established.

e Continuation of pay, mandatory days off, and deductions

are posted.

31. Review paperwork for accuracy and ensure payment
packages are completed and transmitted to appropriate
administrative processing agency.

32. Ensure paperwork is completed for hiring of emergency
workers.

Behavior: Gather, produce and distribute information as required by established

guidelines and ensure understanding by recipient.

33. Prepare information for preplanning/strategy meeting.
o Display information appropriate for next operational
period.

34. Prepare input to final narrative and transition plan as
requested.

Code: O= task can be completed in any situation (classroom, simulation, incident, daily job, etc.)

= task must be performed on an incident

R = rare event — the evaluation assignment may not provide opportunities to demonstrate performance. The evaluator
may be able to determine skills/knowledge through interview or the home office may need to arrange for another

assignment or a simulation.
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All-Hazard Time Unit Leader June 15, 2009

Competency: Ensure completion of assigned actions to meet identified
objectives.

Description: Identify, analyze, and apply relevant situational information and evaluate actions to
complete assignments safely and meet identified objectives. Complete actions within established
timeframe.

TASK C| EVAL. EVALUATOR:
O | RECORD Initial & date
D # upon completion
E of task

Behavior: Administer and/or apply agency policy, contracts and agreements.

35. Ensure appropriate pay regulations are followed. I

Behavior: Gather, analyze, and validate information pertinent to the incident or event and
make recommendations for setting priorities.

36. Evaluate available information and make recommendations |
to support incident.
e Workload priorities
o Staff assignments
o Information requests
e Cost effective utilization of resources

Behavior: Gather, analyze, and validate information pertinent to the incident or event and
make recommendations for setting priorities.

37. Review excessive shift lengths and ensure mitigation I
measures are documented.

38. Evaluate available information and make recommendations |
to support incident.

Workload priorities

Staff assignments

Information requests

Cost effective utilization of resources

Behavior: Follow established procedures and/or safety procedures relevant to given
assignment.

39. Ensure established guidelines are followed. I
e Work/rest
e Agency safety standards and procedures

Code: O= task can be completed in any situation (classroom, simulation, incident, daily job, etc.)
1= task must be performed on an incident
R = rare event — the evaluation assignment may not provide opportunities to demonstrate performance. The evaluator
may be able to determine skills/knowledge through interview or the home office may need to arrange for another
assignment or a simulation.
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All-Hazard Time Unit Leader

June 15, 2009

TASK

mooOn

EVAL.
RECORD
#

EVALUATOR:
Initial & date
upon completion
of task

Behavior: Transfer position duties while ensuring continuity of authority and knowledge

and taking into account the increasing or decreasing incident complexity.

40. Coordinate an efficient transfer of position duties when
mobilizing/demobilizing (e.g., incoming Incident
Management Team (IMT), host agency).

e Inform subordinate staff and IC.
e Document follow-up action needed and submit to
supervisor.

41. Ensure financial documentation packages are submitted to
processing agency.

Behavior: Plan for demobilization and ensure demobilization procedures are followed.

42. Anticipate demobilization of resources.
¢ Identify excess resources.
o Prepare schedule for demobilization.

43. Ensure demobilization of resources.
o Brief subordinate staff on demobilization procedures
and responsibilities.
e Ensure incident and agency demobilization procedures
are followed.

Code: O= task can be completed in any situation (classroom, simulation, incident, daily job, etc.)

= task must be performed on an incident

= rare event — the evaluation assignment may not provide opportunities to demonstrate performance. The evaluator
may be able to determine skills/knowledge through interview or the home office may need to arrange for another

assignment or a simulation.
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INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD

There are four separate blocks allowing evaluations to be made. These evaluations may be made on incidents, simulations
in classroom, or in daily duties, depending on what the position task book indicates. This should be sufficient for
qualification in the position if the individual is adequately prepared. If additional blocks are needed, a page can be copied
from a blank task book and attached.

COMPLETE THESE ITEMS AT THE START OF THE EVALUATION PERIOD:

Evaluator’s name, incident/office title, and agency: List the name of the Evaluator, his/her incident position or office
title, and agency.

Evaluator’s home unit address and phone: Self-explanatory

#: The number next to the evaluator’s name in the upper left corner of the evaluation record identifies a particular
incident or group of incidents. This number should be placed in the column labeled “Evaluation Record #” on the PTB
for each task performed satisfactorily. This number will enable reviewers of the completed PTB to ascertain the
qualifications of the different evaluators prior to making the appropriate sign-off on the PTB.

Location of Incident/Simulation: ldentify the location where the tasks were performed by agency and office.
Incident Kind: Enter kind of incident; e.g., hazmat, wildland fire, structural fire, search and rescue, flood, tornado, etc.

COMPLETE THESE ITEMS AT THE END OF THE EVALUATION PERIOD:

Number and Type of Resources: Enter the number of resources and types assigned to the incident pertinent to the
Trainee’s task book position.

Duration: Enter inclusive dates during which the Trainee was evaluated. This block may indicate a span of time
covering several small and similar incidents if the Trainee has been evaluated on that basis; e.g., several initial attack
wildfires in similar fuel types.

Recommendation: Check as appropriate and/or make comments regarding the future needs for development of this
trainee.

Date: List the date the record is being completed.

Evaluator’s initials: Initial here to authenticate your recommendations and to allow for comparison with initials in the
PTB.

Evaluator’s relevant certification: List your certification relevant to the Trainee position you supervised.
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Evaluation Record

TRAINEE NAME TRAINEE POSITION

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

Evaluator’s home unit address & phone:

Name and Location Incident Kind Number & Type of Duration
of Incident or (hazmat, tornado, flood, Resources (inclusive dates
Situation structural fire, wildfire, Pertinent to in trainee status)
(agency & area) search & rescue, etc.) Trainee’s Position
to

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:

Date:

Evaluator’s initials:

Evaluator’s relevant agency certification or rating:

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

Evaluator’s home unit address & phone:

Name and Location Incident Kind Number & Type of Duration
of Incident or (hazmat, tornado, flood, Resources (inclusive dates
Situation structural fire, wildfire, Pertinent to in trainee status)
(agency & area) search & rescue, etc.) Trainee’s Position
to

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:

Date:

Evaluator’s initials:

Evaluator’s relevant agency certification or rating:
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Evaluation Record
(Continuation Sheet)

TRAINEE NAME TRAINEE POSITION

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

Evaluator’s home unit address & phone:

Name and Location Incident Kind Number & Type of Duration
of Incident or (hazmat, tornado, flood, Resources (inclusive dates
Situation structural fire, wildfire, Pertinent to in trainee status)
(agency & area) search & rescue, etc.) Trainee’s Position
to

1]

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:

Date:

Evaluator’s initials:

Evaluator’s relevant agency certification or rating:

I+

4 | Evaluator’s name:
Incident/office title & agency:

Evaluator’s home unit address & phone:

Name and Location Incident Kind Number & Type of Duration
of Incident or situation | (hazmat, tornado, flood, Resources (inclusive dates
(agency & area) structural fire, wildfire, Pertinent to in trainee status)
search & rescue, etc.) Trainee’s Position
to

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:

Date:

Evaluator’s initials:

Evaluator’s relevant agency certification or rating:

6/15/2009

Page 19 of 19





		FINAL EVALUATOR’S VERIFICATION



