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PREFACE

This course is sponsored by the National Wildfire Coordinating Group
(NWCQG). It is based on the task analysis and job performance requirements
prepared and reviewed by the Wildland Fire Prevention Education Working
Team.

This course has been prepared by personnel from: United States Department

of Agriculture, Forest Service; United States Department of the Interior; Bureau
of Land Management, National Park Service, Fish and Wildlife Service, Bureau
of Indian Affairs and the National Association of State Foresters.

This is one in a series of courses and guides developed to assist the
Wildland Fire Prevention community.

Comments regarding this package or additional information may be addressed to:

National Interagency Fire Center
Fire Training
Standards Unit
3833 S. Development Avenue
Boise, Idaho 83705

E-mail: nwcg_standards@nifc.bim.gov
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COURSE INTRODUCTION

l. COURSE INTRODUCTION

A.

Course Overview

Fire Prevention Education Team Leader, P-410 is a 32 hour course designed
for qualified Fire Prevention Education Team Members, and personnel who
meet the course prerequisites.

The instructor guide contains all information and references necessary for
the course coordinator, instructors, and students. The course instructions
contain information concerning course administration. Subject materia is
presented in units/lessons of instruction. Exercisesin the lessons are
designed to demonstrate procedures. Reference material is provided to
assist students in the classroom and on the job.

The course units and lessons provide: Fire Prevention Education Teams,
“A Review”, Pre-Assgnment Coordination, Delegation of Authority,
Developing the Action Plan, Developing Fire Prevention Education Teams,
Team Safety Management, Rapid Team Building, Position qudifications,
Position Task Book Administration, Administrative Responsihilities,
Coordination, Team Resource Utilization, Supervising Fire Prevention
Education Teams, Managing the Media/Public Affairs, Fire Prevention
Education Materias, Team Reporting, Program Assessment and Planning,
Fire/Public Use Redtrictions, Fire Prevention Education Training, Exhibits
and Displays, Public Education, Ethics, Conduct, Sexua Harassment and a
Team Exercise.

The course is designed to be interactive in nature. It contains several
exercises designed to facilitate group and class interaction and discussion.
The instructor cadre must be familiar with the course instructions and
EXercises.



COURSE OBJECTIVES

Course objectives are stated in broad terms that define what the student will be
able to accomplish after successful completion of the course.

The student will develop the skills and knowledge necessary to perform the field
applications of the basic fundamentals of wildland fire prevention.

STUDENT PERFORMANCE

Students must obtain 70 percent or higher on the final exam to receive a certificate
of completion for the course.



O0- INTRODUCTION

LESSON OBJECTIVES
A. Introduce Students, Instructors, And CourseExpectations.

B. Identify Unit/Lesson Topics, Required Performance Levels, And
Logistical Concerns.

INTRODUCTION/WELCOME

P-410, Fire Prevention Education Team Leader, has been developed as part
of amulti-course national curriculum. These courses are designed to
enhance skill and knowledge of personnel assigned responsibilities for
wildfire prevention activities.

A. TheNationa Fire Plan directs agencies to enhance public education
and fire prevention efforts to reduce unacceptable loss of life,
property, and national resources due to wildfires.

B. The concept of Fire Prevention Education Teamsis not new,
however, the concept was activated in 1996 in the southwest
region of the United States. Since that time, the “Fire
Prevention Education Team” mobilization has been ingtitutionalized
multi-agency nationwide.

C. Since 1996, aforma nationd training program was implemented to
provide consistent skill development to personnd that are selected to
participate on these teams. Teams have been mobilized every year
since 1996 (except 1997).

1. These Fire Prevention Education Teams are supervised by the
Team Leader.

2. This training program is designed to provide advanced skill and
increase the number of quaified Team Leaders nationwide.
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D.  You have been chosen because of your expertise in wildland fire
prevention and communications. Y our job will be to improve and
continue the success of Fire Prevention Education Teams.

COURSE OBJECTIVE

The students will develop the skills and knowledge necessary to participate
effectively as a Team Leader of a Fire Prevention Education (FPE) Team.

UNIT OBJECTIVES

A.

Unit 1 Objectives. Team Organization

Upon successful completion of this unit, students will be able to explain
how Fire Prevention Education Teams function by completing “A Review”
of teams and pre-assignment coordination fundamentals.

Unit 2 Objectives. Developing Fire Prevention Education Teams

Upon successful completion of this unit, students will prepare the
Delegation of Authority, Develop the Action Plan, Develop the Fire
Prevention Education Team, Establish Team Safety Management, and
Participate in a Rapid Team Building Exercise.

Unit 3 Objectives. Fire Prevention Education Team Qualifications and
Certifications.

Upon successful completion of this unit, students will identify Position
Qudlifications and administer Position Task Books.

Unit 4 Objectives. Program Management
Upon successful completion of this unit, students will be able to explain

Adminigtrative Respongbilities, Coordination, Team Resource Utilization,
and Supervising Fire Prevention Education Teams.
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Unit 5 Objective: Fire Prevention Education Team Activities

Upon successful completion of this unit, students will explain Managing the
Media/Public Affairs, Fire Prevention Education Materials, Team Reporting,
Program Assessment and Planning, Fire/Public Use Restrictions, Fire
Prevention Education Training, Exhibits and Displays, and Public Education
programs.

Unit 6 Objective: Fire Prevention Education Team Closeout

Upon successful completion of this unit, students will identify Ethics,
Conduct, and Sexual Harassment, participate in a Team Exercise, and
complete the final test.

V.  SESSION LOGISTICS

A.

Space And Facilities

1. | dentify room locations

2. Set time schedules

3. Restrooms

4, Smoking rules

5. Telephone

6. E-mail, Internet access

7. Break schedules

Meas And Lodging

1. |dentify eating establishments

2. Motd/hotd |ocations
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C. Cdl Phones And Pagers
1. Turn off cell phones

2. Put pagers on vibrate

D.  Equipment/Supplies

1. Copier
2. Computer
3. Fax

4, Office Supplies
VI. FACULTY EXPECTATIONS
A.  Become Knowledgeable Of The FPE Team Leader Components.
B.  Participate AsA Team Leader Trainee During The Exercises.

C. Demongrate Knowledge And Skills In The Final Exercises And Testing.

VII. INTRODUCTIONS
A. Faculty

B. Students

04



1A - FIRE PREVENTION EDUCATION TEAMS “A
REVIEW”

. LESSON OBJECTIVE

Describe the Fire Prevention Education Team history, mission, vision,
utilization and what teams are expected to do.

II.  INTRODUCTION

Fire Prevention Education Teams have been highly successful in reducing
loss of life, property, and natural resources. These teams have also provided
national operating and development standards.

[1l. TEAM MISSION AND VISION
A. Team Mission

Fire Prevention Education Teams provide interagency expertisein
wildland fire prevention, public relations and outreach, fire safety, the
role of fire, and developing firewise communities. Teams assist local
units in the prevention of unwanted, human-caused wildfires, which
can result in extensive loss of life, property, natural resources, and
associated costs. Teams support any geographic area during periods
of high fire danger or fire activity.

B. Team Vison

Asanintegra part of wildland fire management, Fire Prevention
Education Teams provide professional, capable, effective response to
any potentialy severe fire Stuation. Training provides Team Leaders
and team members with the skills and knowledge necessary for
successful assignments.



Teams work closely with federal, state, tribal, and local agenciesto
accomplish the fire prevention/education mission.

THE HISTORY OF FIRE PREVENTION EDUCATION TEAMS

The Story

A.  Fire Season - 1996, Southwest Region Of The United States

B. Depatment Of Interior Diagnostic Team

C. National Park Service Funds First Team Activity

D. TeamsActivated Across Geographical Areas

E.  End Of Season Evauation Panel - Success

F Plan Developed To Implement A National Program

G. 1997 Nationa Training Programs Begin For Team Members And Team
Leaders

H. 2002 - Nationa Wildfire Coordinating Group Approves Multi-year
Implementation Plan

l. Wildland Fire Education Working Team Provides Oversight

J NWCG Training Courses Developed - P-310 Fire Prevention Education
Team Member

K.  P-410 Fire Prevention Education Team Leader



V.

VI.

UTILIZATION

A. Historical Use Patterns

1.

2.

Activation expectation - Average 22 national teams annudly
Activation history is normally April-November
70 percent of teams activated - July/August

Activation - 76 percent Forest Service, the rest: Bureau of Land
Management, Bureau of Indian Affairs, and FEMA

Core Team - three, use history indicates 65 percent of teams
activated use foru or five

B. Available Resources

5.

Training has been completed for 100 plus Team Leaders.
Training has been completed for 420 plus team members.
PIO1and PIO 2

Geeographic Area Fire Prevention Coordinators

Nationa Fire Prevention Branch Director

FIRE PREVENTION EDUCATION TEAM STANDARDS

A. Position Code - PETL, Fire Prevention Education Team Leader

B. Position Code - PETM, Fire Prevention Education Team Member

C. Postion Code - PREV - Fire Prevention Specialist

D. Interagency Wildland Fire Qudification System Guide - 310-1

E. Forest Service Handbook 5109-17
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VII.

VIII.

WHEN SHOULD FIRE PREVENTION EDUCATION TEAMS BE USED?

E.

Severity Conditions
Catastrophic Fire Events
Multiple Fire Occurrence
Increased Risk Management

Severe Fire Conditions - Natural Disasters

WHAT ARE TEAMS EXPECTED TO DO?

A.

B.

E.

F.

Public Education

Community Protection Planning
Campaign Development

Mass Media

Public Awareness

Establishing Cooperatives And Partnerships

REVIEW OF FIRE PREVENTION EDUCATION TEAMS

Orientation - “An Ounce of Prevention”



1B -PRE-ASSIGNMENT COORDINATION

LESSON OBJECTIVES

Mobilize ateam and implement the host unit guidelines

INTRODUCTION

Fire Prevention Education Teams have become an important part of the tota
interagency fire management function. This lesson will cover the mobilization
structure and the details required to conduct a smooth transition.

FIRE PREVENTION EDUCATION TEAM CONFIGURATION

A. The minimum Mobilization Will Be One Team Leader And Two Team
Members, Consisting Of The Following Positions:

1 PETL - Fire Prevention Education Team Leader
2. PETM - Fire Prevention Education Team Member

3. PIO - Public Information Officer, Type 1lor PIO Public Information
Officer, Type 2 or, THSP - Public Affairs (agency employee only)

B.  Additiona Positions That Can Be Utilized Include:
1. PETL (T) - Fire Prevention Education Team Leader Trainee
2. PREV - Fire Prevention Technician
C.  Actua team composition will be determined by the team leader and the

ordering unit on a case-by-case basis, to be determined by the needs of the
assignment.
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FIRE PREVENTION EDUCATION TEAM ROTATION PROCESS

Mobilization Standards

A.

Fire Prevention Education Teams Will Be OnA Maximum 14 Day
Rotation.

Fire Prevention Education Teams Have A 72 Hour Call Status And Will
Remain In The Call Status For The Duration Of 14 Days.

Geographic Areas With More Than One Fire Prevention Education
Team May Decide WhichTeam Responds To The Nationa Call.

Geographic Areas Should Commit All Internal Teams Before Placing
Requests To NICC.

If NICC Receives A Request, The First Available Team In The
Scheduled Rotation Will Be Ordered.

The Rotation Will Change On Alternate Tuesdays, At 2400 Mountain
Time.

MOBILIZING FIRE PREVENTION TEAM RESOURCES

A.

Mobilization Guidelines - Participating Geographic Areas In
Mobilization Order

1. Northern Rockies
2. Rocky Mountain
3. Southwest

4, Eastern Gregat Basin

5. Pacific Southwest

6. Northwest
7. Southern
8. Eastern
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B.  Fire Prevention Education Teams Will Be Released Through Established
Ordering Channels.

VI. PREVENTION EDUCATION TEAM INTERACTIONS

A. Host Unit Responsibilities

1. Determine need for awildland fire prevention education team.

a

b.

€.

f.

2. Determine source, type, and amount of funds available for use by the
team.

Severe burning conditions
Unusualy high fire occurrence
Heavy resource commitment
Preparedness level 11

Wildland/urban interface issues

Specia events

3. Provideinitia briefing to the Team Leader and team members asto
purpose of requesting the team, objectives, and expectations.

4. Communicate with local unit personnd of the prevention education
team’ s goals and objectives (internal communication plan).

5. Designate a Liaison representing the Agency Administrator to the
Team Leader.
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10.

11.

13.

14.

15.

Provide contact names and telephone numbers of key contacts:
a Public Information Officer

b.  Cooperators

C. Loca media

d. Financia Contact

e. Procurement Contact

f. Computer Support

0. Incident Management Team PIO (if applicable)

Provide prevention education team with agency documentation and
cost tracking requirements.

Provide copy of unit’s service and supply plan.
Provide copy of unit’sincident business guidelines.
Provide office space, desks.

Provide telephones.

Provide access to a copy machine and copy paper.

Provide personal computers and printers.
Provide facsmile machine.

Provide office supplies.
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Host Unit Expectations

1.

2.

8.

Wildland Fire Prevention Education Team operations to work safely.

Fire Prevention Education Team personnd interactions with host unit
personnel to be professional and cooperative.

Fire Prevention Education Team personnel to operate within the
scope of al laws, regulations, and policies relative to the operations,
including fiscdl.

To communicate with Agency Administrator or their designate as
necessary.

Provide initid briefing to the Team Leader and members asto
purpose of requesting the team, objectives, and expectations.

Communicate with local unit personnel of the prevention education
team’s goal's and objectives.

Provide copy of the unit’s incident business guidelines to the Team
Leader.

Review dl plans developed prior to implementation.

Fire Prevention Education Team Responsibilities

1.

2.

Prevention Education Team members to operate safely at al times.
Prevention Education Team Leader reports to the host unit.

Establish aliaison role with the various agencies, both state and
federd, in fire protection.

Obtain approvas and authority to implement the fire prevention effort
area-wide.

Obtain copies of host unit’s service and supply plan, incident
business guidelines, and key contact names and telephone numbers.
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10.

11.

13.

14.

15.

16.

17.

18.

19.

Obtain briefing from host unit and determine level of support that will
be provided as well as office work area available.

Maintain contacts with agency administrative and procurement
personnd to ensure fiscal integrity.

Develop area-wide prevention strategies, based on fire protection
assessment and evaluation of communication behavior and
information needs of different ssgments of the population.
Develop prevention products for use.

Maintain/promote interagency approach.

Promote responsibility for fire safety and encourage self-help actions
in all handouts.

Leave documentation with others.
Report accomplishments.

Obtain action plarn/local and nationa operationa procedures if
available.

| dentify agency issues, concerns, and barriers.

|dentify barrier to an effective prevention program and offer
solutions.

L eave positive solutions/suggestions for a sustainable program in fire
prevention with area liaison.

Document all work on agency forms for inclusion in summary report.

Conduct organized exit interview and information sharing as based on
documentation.

Fire Prevention Education Team Expectations

1.

Receive information and documentation as source, type, and amount
of funds for the assignment.
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Receiveinitia briefing from the host unit that includes the purpose of
regquesting the team, objectives, and expectations.

Host unit has communicated with loca unit personne of the
prevention education team’ s goals and objectives.

Provide the designated liaison’ s name and telephone numbers
representing the Agency Administrator.

Provide contact names and tel ephone numbers of key contacts:
a Public Information Officer

b. Cooperators

C. Loca media

d. Financial Contact

e. Procurement Contact

f. Computer Support

0. I ncident Management Team Public Information Officer
(if applicable)

Socia Considerations

1.

In any areathere are diverse audiences with diverse world views and
agendas.

Being sengtive to the loca agency’s existing programs and cultureis
essentid.

The Fire Prevention Education Team should gain awareness and
understanding of local audiences and what, if any, prevention and
education programs currently exist.

Adaptation of current programs or creation of new ones to meet the
situation should be tailored for the communication needs of the local
audiences.
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F.  Ordering Replacement Teams
1. Procedures

2. Timing
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2A - DELEGATION OF AUTHORITY

. LESSON OBJECTIVE
Implement a Delegation of Authority that will govern team activities.

II.  INTRODUCTION

The Delegation of Authority or whatever system is used to provide the
required information for the operation of the Fire Prevention Education Team
Is one of the most important issues facing the Team Leader. It will set the
stage for al operating procedures that will govern the stay on the host unit.

This lesson will cover the basic fundamentals of the agreement with the host
unit. This agreement must be completed as soon as possible after arrival.
The host unit should be aerted that this will be needed and work should
begin prior to arrival.

1.  FUNDAMENTALS OF THE DELEGATION OF AUTHORITY
A. Thelnitid Briefing - The Negotiation
1. Introductions
2. Establish protocols
3. Establish roles and responsibilities
4, Be prepared prior to meeting, anticipate
B.  TheAssumption Of Authority
1. The Team Leader has full authority and responsibility for
managing the Fire Prevention Education Team operations
within the framework of lega stature, current policy, and the
broad direction provided in both verba and written briefing

meaterials.

2. The Team Leader is accountable to the Agency Administrator.



3.

A formal evaluation of the Team Leader’ s performance will be
conducted prior to departure from the unit.

Agency Adminigtrator Responsibility

1. Provides program oversight

2. Establishes team policies and procedures

3. Define jurisdictiona protocols
a Public Affairs
b. Interagency
C. Key players
d.  Agreements, memorandums of understanding, etc.

Safety Management

The Team Leader is accountable for safety and is one of the top priorities

and respongibility.

1.  All membersof your team must observe a“Zero Tolerance” for any
careless or unsafe action.

2. The Team Leader must take appropriate actions to ensure that every
one involved in this assignment knows and follows established safety
procedures.

3. Conduct safety briefings

a Procedures

b. Medicad emergencies



C. Accident reporting procedures
d.  Work-Rest procedures

All federal, state and local laws and regulations and ordinances will be
adhered to.

These laws include, but are not limited to:

a State motor vehicle operation (including agency driver’s
license requirements)

b.  Cultura and archeological protection laws
C. Hedlth and welfare regulations

d. Environmental protection and hazardous materials laws

Cost Accountability

The Team Leader will provide the necessary capability to meet the assigned
Fire Prevention Education Team objectives.

1.

2.

Emphasize good accountability for supplies ordered
Provide adaily cost accounting system

Maintain agency procurement requirements and authorities
Acquire cost codes for the assignment.

Acquire the estimated budget for this Fire Prevention Education
Team.

a This amount has been set based on the assumption that every
effort will be made to stay within the alocated budget.

b.  Any deviation from this amount must be approved by the
Agency Administrator or designee.

Wildfire Prevention activities in multiple jurisdictions must be covered
by appropriate agreements.
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Team Business Advisor (TBA)

The team business advisor should be assigned.

The Team Leader must stay fully informed on:

1. Fiscal issues

2. Expenditures and limitations

3. Property accountability

4. Potentia damage claims

Team Liaison

Theliason isacritica postion in the team organization. The team liaison
should be available on a daily basis to ensure that the needs of the team are
met.

Public Information - Public Affairs

The Team Leader must work closaly with theagency public affairs officer
and representatives of other agencies and jurisdictions.

1. Keep them informed and work closely with them, proactively.
2. Coordinate al media releases through the unit PAO, follow protocol.

3. Determine if the team is to handle loca and national media contactsin
coordinationwith this agency.

4. Determine how political contacts are to be handled.
Local And Social Issues

All team members must be sensitive to local and social issues related to
public land management and use.



Procurement

Determine procedures and contact for team procurement needs.
Base Of Operations

Determine the team logistical needs.

1. The location the Fire Prevention Education Teamwill work.
2. The team lodging arrangements must be identified.

3. Communication Systems established.

Team Reporting

The Team Leader will be responsible for the following:

1. Preparing a daily activity report, thiswill be submitted to individuals
to be determined.

2. Preparing a schedule and conduct periodic management briefings.

3. Developing the final or transition report of actions and
accomplishments and closeout briefing.

Fire Prevention Education Team Objectives

List the objectives assigned to this Delegation of Authority.



Key Contact List

Team Leaders must develop alist of key contacts. This list should include,
as aminimum, the following:

1. Agency Administrator

2. Team Liason

3. Fire Management Officer

4. Public Affairs Officer

5. Business Advisor

6. Procurement Specialist

7. Dispatch Center

8. Law Enforcement Coordinator

9. Other unit contact lists will be provided



2B - DEVELOPING THE ACTION PLAN

LESSON OBJECTIVE

Develop an action plan for Fire Prevention Education Team activities, and Host
Unit expectations.

INTRODUCTION - THE ACTION PLAN

The purpose of this lesson is to facilitate the development of ateam action plan to
implement the goa s and objectives that have been assigned by the host unit.

This lesson will demongtrate an actua assignment with the results of their planning.

ACTION PLAN FUNDAMENTALS

A.

The Development Of The Team Action Plan, In A Timely Manner, Is The
Effort Of The Entire Team And Host Unit.

This effort will drive the entire team program and is essentid to meeting the
objectives of the host unit.

The Team Leader Must Guide This Effort And Ensure That The Team Can
Complete These Actions, Either By This Team Or A Follow-up Team.

If afollow-up will be required to meet the expectations of the host unit, this
should be determined as soon as possible.

It Is Important To Gain Agreement As Soon As Possible. This Will Require
The Team Leader To Determine The Outputs And Procedures To
Complete The Assigned Objectives.

The Team Leader Should Have The Knowledge And Skill To Use, AsA
Minimum, The Following:

1.  The Delegation of Authority or task order
2. Skill/background, identify for each individual

3. Local considerations
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V.

4.  What has worked before

5 Networking

6. Unit feedback/scoping
DEVELOPING FIRE PREVENTION OBJECTIVESAND ACTION PLAN —A
CASE STUDY
A.  Team Design/Assgnment

1.

2.

Team Activated: 11/5

Location: Honey Bee ICP, Whitley City, Kentucky

Team Organization:
a Team Leader, USFS - Retired

b. Fire Prevention Speciaist — South Carolina Forestry
Commission

C. Fire Prevention Specidist, Wallowa Whitman National Forest —
Region 6

d.  Graphics Specialist —-Daniel Boone National Forest

Situation Analysis. The Daniel Boone Nationa Forest, Kentucky
Division of Forestry, and other cooperating agencies experienced
above average fal fire season activity. The Daniel Boone Nationa
Forest experienced approximately 51 fires since mid-October, and an
estimated 120,000 acres burned in the State of Kentucky.

A Fire Prevention Education Team was ordered on November 2, and
activated on November 5. The team was assigned to the Honey Bee
Incident Management Team and supervised by the Fire Information
Officer. The team was located in the McCreary County Library.
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5. Initid Briefing: Theinitia meeting was conducted on November 5.
The following were present:

a Forest Fire Management Officer
b. Didtrict Ranger, Stearns R.D.
C. Kentucky Division of Forestry

d. Didtrict Ranger, Somerset R.D.

e. Fire Information Officer, Blue Team

f. The Nationa Fire Prevention Education Team
6. Secondary Briefing: A secondary management briefing was held at

the Daniel Boone National Forest Headquarters on November 8. The

following were in attendance:

a The Fire Prevention Education Team

b. Forest Staff Officers

C. Forest Public Affairs Officer

d. Forest Fire Management Officer

e. Forest Graphics Specialist
Team Objectives: The Following Objectives Were Developed By Interaction
At Briefings And Refined By The Wildland Fire Prevention Education Team
Based On Evauation And Further Assessment Of The Area. The Following
Are The Established Objectives:

1. Objective # 1. Develop a Wildland Fire Prevention Community
Outreach Program.

a Generd Action: Develop Firewise Community Council
Guiddines
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b.  Specific Actions:

Develop guiddines for implementing FIREWISE
Community Councils.

Develop a Fire Risk For Homes Checklist.

Objective # 2. Develop a Wildland Urban Interface/Intermix
Awareness Program

a Generd Action:

Homeowner FIREWISE Awareness, “Beware and
Prepare’” Campaign

b.  Specific Actions:

Develop “Wildfire, Beware and Prepare” Poster/brochure
and distribute to local distribution points for field utilization.

Objective# 3. Develop aYouth Fire Education Program
a Genera Action 3A: Fire Education Kit for primary grades
b. Specific Actions:
Provide Preschool “Good Fire/Bad Fire” teacher kits.
Provide K-2 Fire Education Activity Books.
Provide Interactive Zip Game.
Provide teacher Big Books.

Provide children’ s fire safety teachers “ Do-It-Y oursalf”
Kits.

C. General Action 3B: Fire Education Kit for secondary grades
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d. Specific Actions:
Provide “Burning Issues’ Education CDs.

Provide Fire Ecology Resource Management Education
Unit.

Provide “Fire A Force of Nature, The Story Behind the
Scenes’ publication.

4. Objective # 4. Develop Cooperative Community Y outh Programs

a Generd Action:
Prepare recommendations for program devel opment.

b.  Specific Actions:

- Jdunior Firefighter/Basic fire training program for high
school students

- Explorer/4-H Wildland Fire Prevention Program

“Green Ribbon” Wildland Fire Prevention Program during
National Fire Prevention Week

Wildland Fire Prevention Poster Contest (elementary, junior
and senior levels)

Wildland Fire Prevention Essay Contest (junior and senior
levels)

“Pumped on Prevention” radio public service
announcement program

Job Corps center to support Wildland Fire Prevention
projects

High school student mentoring program
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Objective# 5. Develop aWildland Fire Prevention and the
Rura/Volunteer Fire Department Fire Prevention Program.

a Generd Action:

- Increase Fire Prevention skill andknowledge for Rural/
Volunteer Fire Departments.

b.  Specific Action:

Develop Fundamenta s of Wildland Fire Prevention for
Rurd Fire Departments training program.

Objective # 6: Develop a public awareness Arson Prevention
campaign.

a Genera Action: STOP ARSON Public Awareness Campaign.
b.  Specific Actions:
Develop and publish Stop Arson Awareness poster/flyer

Consder the following promotional materia to enhance the
STOP ARSON Campaign

Develop sporting license holder master art
Arson awareness place mat

Bumper sticker

Key tag

Trading cards

Book covers

Radio spots

Grocery bag message

Pencils/pens
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Celebrity

T.V. spot w/celebrity
L etters to churches
Banners

Objective # 7. Develop a community outreach fire prevention
program

a Genera Action:

Wildland Fire Prevention and the Community
Recommendations

b. Specific Actions:

Develop ayouth library reading program and provide
necessary pilot materias, consider language and literacy.

Provide materid to be used by local organizations adult
literacy programs.

Develop a Hunter Fire Safety program.
Develop a Scouting Fire Safety program.
Objective# 8. Develop Agency Wildland Fire Prevention Skills.

a Genera Action; Wildland Fire Prevention Technical Guidance.
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b.  Specific Actions:
Provide Wildland Fire Prevention Field Guides to al units
Conducting School Programs
Event Management
Marketing
Media
Patrol
Strategic Planning
Industrial Operations
Recreation Area
Exhibits and Displays
Fire Communication and Education
Cooperative Programs and Partnerships
Provide a pilot application of R.A.M.S. (Risk
Assessment and Mitigation Strategies) to the Red
River Gorge. Thisisaworking model of the process.
The information is not complete and assumptions were

made for presentation purposes.

9. Objective#9: Develop Wildland Fire Prevention Corporate
Sponsorships.

a Generd Action:
- Wildland Fire Prevention Corporate Advertising
b.  Specific Actions:

Consider working with local corporations and the business
community to enhance wildland fire prevention programs.
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C. TeamKey Contacts: The Nationa Fire Prevention Education Team Met
With The Following:

Incident Management Team

Incident Fire Information Team

McCreary County Library

McCreary Central High School (25 students)— Agriculture/Shop class
Local educators/principal

Local law enforcement

Local residents

Forest Service Management Team

Forest Service Support Group

Christian Appaachian Project

Local Insurance Agency

State of Kentucky, Division of Forestry

Whitley City Fire Department

Pineville Fire Prevention Team (State of Kentucky)
Statewide Arson Task Force

Virginia Divison of Forestry

Texas Forest Service

Forest Service, Region 5

Forest Service, Region 6
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Reading Club Coordinator (youth, adult)
County Judge Executive (County Administrator)
Kentucky Emergency Management Agency
Other loca Rural/Volunteer Fire Departments
Telephone Company

Firefighters

National Interagency Fire Center
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2C - DEVELOPING FIRE PREVENTION EDUCATION

TEAMS

l. LESSON OBJECTIVES

A.

B.

C.

Describe The Standards For Assigning Roles And Responsibilities.
Conduct Team Member Skill Assessment.

Conduct Performance Ratings.

Il.  FIRE PREVENTION EDUCATION TEAM DEVELOPMENT

A.

Introduction

Team success depends largely on the team members selected. In fact,
choosing the core team could be the single most important decision
you make as a Team Leader.

Strong Team Leaders effectively combined with knowledgeable experts
(where necessary) build the momentum required for successful team
completion. The team completes the work on time and within budget with
little micro-management.

A weak or misaligned team requires substantial management on your part to
limp past the finish line.

Fire Prevention Education Team: Diversity And Skills

1. A team is made up of people with differing personaities, sKills,
ability, knowledge, and temperament.

The Team Leader responsibility isto build ateam that takes

advantage of each team member’ s skills without taxing their
weaknesses.
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2. Team Leaders are required to complete each task of the project.

a Does ateam member require specific  skills for atask or will
generd skillssuffice?

b.  Aresdrong interpersond skills or the ability to communicate
verbaly and in writing vital prerequisites?

C. If you could choose anyone you wanted for your team, who
would these people be and why?

d. Given the team that you actualy get to work with, what levels
of supervision will be required?

1. ESTABLISHING INDIVIDUAL ROLES AND RESPONSIBILITIES

A.  Team success will be dependent on how well the team assigns or delegates
individua responsibilities. Fire Prevention Education Teams are considered
Immediate resources and must plan to complete assignments in a short
period of time.

B. Team Leaders Must Assess The Goas And Objectives Assigned To The
Team And Make Appropriate Decisions.

IV. ROLESAND RESPONSIBILITY CONSIDERATIONS
A. TheTeam Leader

1. Define the leadership role of the Team Leader. Make it clear how the
supervision of the team will take place.

2. Clearly state the management functions that are established.
a Chain of command
b.  Organizationa protocols

C. Host unit coordination
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Project review/approval process
Performance appraisals
Grievance procedures

Team operationa systems
Scheduling

Accomplishment benchmarks

3. Establish the quality control standards.

a

b.

C.

d.

Flip charts
Briefings
Image control

Production standards

Public Affairs/Public Information Officer

Thisis the most sengitive areathat a Team Leader must manage.

It must be clear that the team isin an area that has established procedures
and expectations.

The public relationships will be impacted by what you do. With thisin
mind, every effort should be made to work in cooperation with the host

unit.

1. Determine the scope of responsibility.

2. Determine product approval procedures.

a

b.

Locd unit

Team
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7.

8.

Understand local operating systems, schedules, and contact
protocols.

Determine the unit zone of influence.

Be sengitive to loca culture and political considerations.
Determine briefing schedules.

Establish outreach procedures - internal/externdl.

Maintain team publications control.

Team Members

These individuals will come from different areas, backgrounds, and
experience levels.

It isimportant to assess the skills of these individuals and assign them
responsibilities where they have the greatest ability to perform and
succeed.

Evaluation of these individuals should include:

1.

2.

Background

Experience, evduate all not just fire prevention, get a clear picture of

their capabilities

Persona needs, family, get to know them
Individua strengths and weaknesses

Are specid skills available?

What are the individual expectations?
Physical limitations/capabilities

Medical considerations
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0. Emergency contact information

10. Assignduties

11.  Individua communication
CONSIDERATIONS FOR ASSIGNED ROLES AND RESPONSIBILITIES
Team operations require a standard set of work assignments. The efficiency of
these activities can be enhanced if proper delegation and work responsibilities are
assigned. The genera work assignment areas to consider include:
A.  Administrative Responsbilities

1. Documentation

2. Filing system

3. Office services

4, Supply management

5. Obtain “S’ numbers
B.  Budget Management

1. Tracking system

2. Cost accounting

3. Monitoring

4, Projections/summary

2C5



Procurement

1. Host contact

2. Approvas

3. Documentation

4, Inventories

5. M.O.U.s needed

Dally Briefing

1. Scheduling

2. Facilitation

3. Documentation
Reporting

1. Daly

2. Trangtion

3. Fina report, start the day of arrival
4. Team Member reporting
Management Briefings

1. Schedule

2. Facilitation

3. Documentation

4. Dally logs
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Product Devel opment

1. Scheduling

2. Approvas

3. Documentation

4. Inventories/distribution
5. Vendor contacts

6. Procurement systems
Equipment, Computers, Fax, Phones, Etc.
1. Requisition

2. Coordination

3. Documentation

4. E mail, cdll phone coverage

Coordination
1 I nternal
2. Externd

3. Field coordination

4.  Off-gte gtaffing

Staff From Other Departments
1. Mail room

2. Receptionist

3. Other functiona areas
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4.  Off-dite opportunities, graphics

K.  Contracting With Consultants, Outside Vendors, Or Temporary Agencies,
Get Permission Before Contacting

1. Ad agency

2. Mail service

3. Clipping service
4, Fax service

5. Desktop publishing

VI. MEASURING PERFORMANCE
A.  Performance Rating Standards
1. Complete for al participants
Coordinate documentation with Position Task Book
2. Magjor performance € ements
B.  Prepare The Performance Documentation

Review the sample performance rating form

C. Measuring Team Leader Performance
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2D- TEAM SAFETY MANAGEMENT

LESSON OBJECTIVE

Develop, implement, and manage a team safety program.

INTRODUCTION

The job hazard analysis and tailgate safety process is the heart of a proactive
occupational safety and health program.

Properly applied, they will ensure that the safety and health of employeesisfully
considered during the planning stages of ateam activity.

Each potential hazard is considered, and procedures that will ensure that
employees are not exposed to that hazard in away that could cause harm are
established and implemented prior to beginning work on the project.

A.

To Be Properly Understood And Implemented, The Safety Analysis Should
Be Viewed As A Problem-solving Process.

The problem is defined in terms of hazards which may be encountered
by employees when they perform tasks involved in the project
under consideration.

The solution is a set of actions which creates a safe work environment and
establishes safe work procedures, and which is feasible and
implementable given the constraints and opportunities associated with that
proj ect.

A safe work environment and safe work procedures are essential out
puts and integral to any team activity. They are asimportant as more
commonly recognized outputs, such as contracts administered, habitat
enhanced, and plans produced, €tc.
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Providing for a safe work environment and safe work procedures requires
similar planning activities as those which ensure the other project outputs
are accomplished and standards are met. Such activities include
reconnaissance, obtaining input from specialists and customers, cost
projections, consideration of aternatives, and all the other problem-solving
procedures that are central to our resource management decision-making
process.

JOB HAZARD ANALY SIS GUIDELINES

A.

The Job Hazard Analysis Is The Hazard A ssessment
The Job Hazard Analysis Document

How Do You Assemble A Job Hazard Analysis?
Review The Parts Of The Job Hazard Analysis
1. The form

2. Heading

3. Tasks or procedures

4, Potential hazards

5. Abatement actions

6. Fina approva

Tasks, Hazards, And Abatement

1 Tasks or procedures

2. Tasks

3. Qualifications needed

a Defensive driving
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b.  Agency licensng

C. AD versus agency employee

4, Training required
5. Mode of travel
6. Work activity
7. Hazardous materials
8. Employee safety
a Working done
b.  Check-in procedures
C. Health hazards
9. Evacuation plan
Hazards
1. Hazards come from two basic factors.
a Unsafe acts
b.  Unsafe conditions
Consider worse scenario
2. Unsafe acts

Failure to follow established standards and procedures

2D.3



3. Unsafe conditions
a Failure to recognize key elements
b.  Environmenta, biologica, chemica, physica

4, Abatement actions - engineering controls, substitutions,
administrative, personal protective equipment

5. OSHA Information
The Safety Formula
Summary
1.  Assessment and documentation
2. Thefirst step
Job Hazard Analysis - “Don’t Work Without It”
1. Y our responsibility
2. Safe acts, safe conditions “ A safe workplace’
The Tallgate Safety Meeting
1 Short review of current safety issues
2. Conduct as adaily team function
3. Should be documented
4, The big picture
5. Tallgate safety considerations:
a Driving - traffic
b.  Driving - mountain

C. Driving - defensive
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d.  Working done - beware
e. Stress

f. Fatigue

g. Lifting/back

h. Office security

. Weather conditions

J. Food handling

k. Dehydration

l. Housekeeping

m.  Smoke

Additiona tailgate safety considerations:
a Office hazards

b.  Wrong neighborhoods
C. Insects, West Nile virus
d.  Seat bdts

e Use of tools

f. Medicad emergencies

0. M echanized equipment

h. Hostile people
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Water safety

Poisonous plants, animals
Ergonomic hazards
Walking surfaces

After dark activity
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2E - RAPID TEAM BUILDING

L esson Objective

Provide necessary leadership skillsto a Fire Prevention Education Team.

Introduction

This session is designed as a short initial team development exercise for Fire
Prevention and Education Team leaders. The exercise will develop the following:

Team Charter
Team |dentity
Job Functions

Team Decision Making

The emphasisis placed on creating and maintaining professiona relationships and
the development of essential team processes (Communication, Coordination, and
Decison Making).

DEVELOPING LEADERSHIP AND TEAMWORK SKILLS (PHASE 1)

Phase one of the exercise will require:

A.

B.

Select And Mobilize The Team/Organization

Create And Explain The Teams Mission, Motto, Name, Etc.
Review The Delegation Of Authority

Develop The Team Objectives

Develop The Team Action Plan

1. Generd

2. Specific
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F.  Explain The Primary And Alternate Methods The Team Will Use To Make
Team And Individua Decisions

G. List And Explain The Decisons Reserved By The Team Leader

H. List And Explain The Decisons Delegated ToTeam Members By The Team
Leader

IV. DEVELOPING THE TEAM (PHASE 2, 3, AND 4)

A.  Phase Two Of The Exercise Will Require:

1.

2.

3.

4.

5.

Consideration of team diversity
Determine individua skills

Assign roles and areas of responsibility
Allocate the workload

Determine how performance rating will be conducted

B.  Phase Three Of The Exercise Will Require;

Development of the team safety plan

C.  Phase Four Of The Exercise Will Require:

Development of a 15-minute presentation to the group

V.  CONDUCT THE EXERCISE PRESENTATIONS
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3A - POSITION QUALIFICATIONS

LESSON OBJECTIVES
A. Describe The Team Leader Position Requirements.
B. Describe The FPET Quadlification Standards.
INTRODUCTION

Every year severe wildland fire conditions may occur with potentialy damaging
wildland fires. The area of fire protection often overlooked during actual fire
occurrence or when critical fire conditions exist is

wildland fire prevention.

Because fire weather trends are predictable, wildland fire prevention education
resources can be mobilized into an area for the prevention of unwanted
human-caused wildland fires.

The mobilization of wildland fire prevention education resources can occur at any

level as determined by fire protection assessment and plans. The results of the
assessment should determine the fire protection staffing needed to mitigate the

anticipated problems.

PURPOSES AND USES OF FPETS

A.  Wildland Fire Prevention Education Teams are mobilized to areas
experiencing severe wildland fire threats to assst local fire managers with
tasks including, but not limited to:
1. Preparing fire protection assessments.
2. Reducing the number of human-caused fires.
3.  Educating people about actions they can take to reduce the danger to

themsdalves, their families, and their neighborsin theevent of a
wildland fire.
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4.  Reducing collateral losses, such as negative effects on tourism and
travdl.

5.  Educating people about pre-fire management priorities appropriate to
the wildland urban interface.

6. Develop area-wide prevention strategies.

7. Develop awildland fire prevention communication plan.

8. Promote interagency cooperation.

9. Promote responsibility for fire safety and encourage self-help actions.

The purpose of Fire Prevention Education Teamsisto reinforce local fire
prevention education resources and to bring special prevention

education planning, logistics, and operations expertise to bear in larger,
complex severity situations that exceed the capabilities of local
organizations.

Their rolesin fire prevention/education are similar to the roles of Type 1 and
Type 2 IMTs in large and complex incident management situations.

Like Incident Management Teams, Fire Prevention Education Teams work
for the local agencies with fire prevention education responsibilities to meet
thelr goals and objectives.

They are emergency resources called up when severe conditions exist (or
are predicted) that could result in an usual number of ignitions escaping
initid attack and the potential for large or damaging wildland fires.

Wildland Fire Prevention Education Teams are available to support and
coordinate fire prevention education programs over large geographical
areas before and during periods of high fire danger or fire activity.
Theseteams are used before and during periods of high fire danger or
fire activity.
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These teams are effective in assisting local and regiona fire managers wher-
ever conditions have evolved to the point that prevention and education
efforts must be intensified to a degree that would stretch loca available
resources too thin, where interagency coordination must be elevated to
unusua levels, or where specia political, socia, cultural, economic, or
ecological complexities are involved.

The mobilization of fire prevention/educationresources should be based
upon the skills required for the required assignment.

This lesson will demonstrate the qualifications and certifications required to
manage and participate on a Fire Prevention Educatation Team.

IV. FIRE PREVENTION EDUCATION TEAM LEADER (PETL) POSITION
DESCRIPTION

A. Duties

1. Develops a comprehensive fire prevention education program on a
local, didtrict, region, state, or multi-state level to reduce
human-caused wildfires. The programincludes components of
education, engineering, and enforcement.

Complexity is defined by geography, fire causes, community
awareness, and cultural vaues.

Frequently, program precedent does not exist and the host Agency
Administrator has few if any trained staff to develop and implement a
comprehensive prevention education program.

2.  Develops strategic communication plans with key messages.

Delivers persuasive fire prevention education programs to large
community groups such as homeowner associations,

key community leaders, elected officids, fire departments, and
agency partnersto address needed behaviora changes to reduce
wildfires.
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Identifies community activities/events that provide an opportunity to
reach communities with fire prevention education activities and

messages.

Responds to wildland fire conditions that are frequently extreme.
Homes may be lost to wildfires.

The host agency is frequently at Preparedness Levels 4 or 5.
Residents carelessly burn debris, are violating burning bans,
deliberately setting fires, and/or are oblivious to wildfire danger and
wildfire potentid.

Most residents want to do what is right, they ssmply do not know
what to do and when.

Reports to the Agency Administrator who provides the PETL broad
agency policies and performance expectations through a
formal delegation of authority.

The PETL develops comprehensive, well defined policies, objectives,
and strategies incorporating program components with
tactical operations.

Establishes agency and community communications and
collaboration with the agency(s) PAO(s), agency prevention
personnel, Incident Management Team(s) (if staged), local fire
departments, key community leaders, and elected officias to
develop and implement afire prevention education strategy and
communications plan.

Collaborates with partners to identify fire causes, recognize the threat
of the problem to the geographic area and target specific prevention
education programs. Partners and cooperators are important to
successful program implementation.

Prepares and produces a variety of prevention education products.

Products include news releases, billboards, radio and television ads,
posters, flyers, and door hangars that target fire causes including
debris burning, arson, campfires, mechanical equipment failure, and
children.

3A4



Works with billboard business owners and the National Ad Council
for public service placement of Smokey Bear billboards.

Works with the state highway department to display fire prevention
messages on el ectronic message signs, if possible.

Supervises ateam of two to five specidists including a Prevention
Education Team Member(s) and an agency Public Affairs
Officer/PIO 1 or PIO 2.

In addition, the complexity of the assgnment may cal for additional
P1Os, PETMs, prevention technician(s) PREV's, agraphic artist, a
business manager, and anagency liaison.

Staff size reflects the complexity of the assgnment which may
include establishing satellite offices.

The PETL assigns tasks, evaluates performance, reviews program
effectiveness, and resolves conflicts that may arise; ensures the safety
and welfare of the assigned staff; leads and maintains a focus to team
safety; and holds daily safety briefings.

Maintains positive interpersona relationships. Employs good
listening skills with co-workers, agency personnd,

community partners including elected officias, fire departments, key
community leaders, and the agency adminigtrator.

|'s responsive to requests and needs of others.
Works with national, regional, and local mediato address fire causes,
fire weather and fire fuel conditionsin creative waysto get the fire

prevention message before the public.

Mediaincludes live television and radio interviews and print media
interviews including mediatours. Examples are;
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10.

11.

12.

13.

a The Weather Channel

b. CNN, nationa, regional and local markets
C. Cable television channels

d.  Newspaper and wire services

e. Workswith NOAA

f. Radio and television weather forecasters to include fire danger
in their daily weather reports

Works within a budget managing staffing and logistics for immediate
and long term needs.

Manages procurements with agency personnel including office
gpace rental, GPO printing, office supplies, lodging, equipment rental,
and per diem. May have procurement person assigned to the team.

Teams frequently work in cities and communities where there are no
agency offices.

Establishes effective community relations with eected officias, key
community leaders, and agency partners.

In consultation with the agency administrator(s), initiates, plans, and
leads briefings and presentations at agency meetings and community
meetings.

Establishes and implements procedures for information exchange and
coordinationwith the Incident Fire Information Center (WO), regional
fire prevention managers, and area IMTSs.

Prepares afinal report of team activities and team recommendations
for needed follow-up with community organizations, elected officials,
and agency partners.

Prepares demobilization plan keyed to activity level of media,
attendance at community events, coordination with IMTSs, partner
agencies, fire departments, community organizations, key community
leaders, and elected officias.
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14.

Coordinates team transition.

B. Podition Skills

1.

2.

5.

P-410, Fire Prevention Education Team Leader Course
Superior oral and written communications skills

Superior leadership skills to lead team to achievement in a short
period of time and to lead socia change in a community

Flexibility and diplomacy to ded with elected officias, interagency
partners, and homeowners, some of which may not want change and
may withhold support

Satisfactory performance asa PETM and PETL (T)

V.  FIREPREVENTION EDUCATION TEAM LEADER (PETL)
QUALIFICATION STANDARDS

A. PMS310-1 Nationa Incident Qudlification System

1.

2.

Position category - Associated activities

Required training — None

Required experience — Satisfactory performance as a Fire Prevention
Education Team Member (PETM), and successful position
performance as a Fire Prevention Education Team Leader Trainee
(PETLT)

Physica fitness level - None required

Other position assignments that will maintain currency - Fire
Prevention Education Team Member (PETM)

3A.7



B. Forest Service, Fire and Aviation Management Qualification Handbook,
Chapter 20 - 25.1 Qualifications And Certifications.

1. Coordination and Support Position Qualifications.
a Training: P-301 - Fire Prevention Education 2
P-410 — Fire Prevention Education Team Leader
b. Required Experience:

. Satisfactory position performance as a Fire Prevention
Education Team Member (PETM)

. Satisfactory position performance as a Fire Prevention
Education Team Leader (PETL)

C. Physical fithess: None required

d.  Other position assgnments that will maintain currency: Fire
Prevention Education Team Member
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3B - TASK BOOK ADMINISTRATION
l.  LESSON OBJECTIVE

Manage the Position Task Books required for team positions.
II.  INTRODUCTION
Every year severe wildland fire conditions may occur with potentially damaging
wildland fires. Fire prevention, which is often overlooked during critical fire peri-

ods, can be akey element in reducing unwanted human-caused fires.

Fire Prevention Education Teams are mobilized to areas experiencing severe fire
activity or potentia threats to assist fire managers.

Fire Prevention Education Teams are available to support and coordinate fire pre-
vention education programs over large geographic areas for interagency situations
orinaloca community.
A.  The Core Organization Of A Fire Prevention Education Team Consists Of
1.  PETL —Prevention Education Team Leader
2.  PETM —Prevention Education Team Member
3.  PIO—Public Information Officer Type 1, 2, or Public Affairs

4.  Other functional area positions as required

B. Fire Prevention Education Teams Are Available As Outlined In The Nationd
Interagency Mobilization Guide.

1.  TASK BOOK DESIGN AND USE
A. Position Task Book (PTB) Access

The best way to stay current on FPET (PTBSs) is to review the NWCG web
dte at:

http://www.nwcg.gov.
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NATIONAL WILDFIRE COORDINATING GROUP POSITION TASK BOOK

1. Locate and click on the publication identifier.

2. Locate and click on the Task Book identifier.

3. L ocate and click on the prevention - investigation identifier.
4. Locate and click on the appropriate PTB.

Position Task Book Design - The Cover

1. Task Book assigned to:

2. Task Book initiated by:

Verification/Certification Of Completed Task Book For The Position
The qualification record

Evauator

1. Fina evauator’s verification

2. Agency certification

Responsihilities

A.  Home Unit/Certifying Officid
B. Tranee

C. Evauator

D.  Trainer/Coach

E.  Traning Specidist
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V.  FIREPREVENTION EDUCATION TEAM MEMBER (PETM) -
QUALIFICATION RECORD

A. Generd

1.

2.

Obtain and assemble a kit of materials for assgnment.

Prepare for assignment.

B. Mobhilization

Obtain complete information from dispatch upon initial activation.

C. Incident Activities

1.

2.

5.

6.

Obtain briefing, orientation, and organizational chart.
Provide for safety and welfare.

Establish and maintain positive interpersona and interagency working
relationships.

Participates in fire prevention or education planning and activation.
Participate in wildfire prevention information and education activities.

Evaluate fuds and hazards.

D. Demobilization

1.

Ensure that performance ratings are discussed and completed with the
Fire Prevention Education Team Leader.

Assig as necessary in the debriefing with the Agency Administrator.

Demobilization and checkout. Recelve demobilization/trangtion
instructions from the appropriate person.

3B.3



VI.

VII.

INSTRUCTIONS FOR EVALUATION RECORD
Compl ete the necessary information required by these instructions.

FIREPREVENTION EDUCATION TEAM LEADER (PETL) - QUALIFICATION
RECORD

A. Gened
1. Obtain and assemble a kit of materials needed for assgnment.
2. Prepare for assignment.
B.  Mobilization
1. Obtain complete information from dispatch upon initial activation.

2. Gather information to assess assignment and determine immediate
needs and actions.

C. Incident Activities
1. Arrive a incident and check in according to agency guidelines.

2. Assume responsibility for the safety and welfare of assigned personnel
during the incident assignment.

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

4. Develop required plans.

5. Provide leadership and supervision for the Fire Prevention Education
Team.

6. Develop and distribute wildfire prevention information and education
materials needed to meet objectives.
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7. Review and approve information rel eases and participate in media
interviews needed to meet objectives.

8. Evaluate fuels and hazards, as needed to meet objectives.

9. Review and evaluate investigation reports to determine fire cause and
law enforcement actions on wildfires occurring in area of
responsibility, as needed to meet objectives.

D. Demobilization

1. Consider demobilization and/or transition early enough during the
assignment so that adequate demobilization/trangition planisin
place prior to the actual need to release resources.

2. Ensure that performance ratings are completed for team members.

3. Demobilization and checkout. Receive demobilization/transition
instructions from the appropriate person.

4. Debrief the Agency Adminigtrator.
VIII. INSTRUCTIONS FOR EVALUATION RECORD

Complete the necessary information required by these instructions.
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4A - ADMINISTRATIVE RESPONSIBILITIES

LESSON OBJECTIVE

Describe the application of the adminigtrative responsibilities and management of
a Fire Prevention Education Team.

INTRODUCTION

The adminigtrative functions are critical to team management. The consequences
of not handling these responsibilities can disrupt team functions. The Team

L eader must address these issues and make arrangements to meet the unit needsin
aprofessona manner.

The business functions are important for future team activity. Thisisadifficult
task and proper assistance must be provided.

Team Leaders should not be hesitant to request help early in the assgnment.
Projects seem to escalate and you can be overwhelmed with these details.

Team Leaders that have to spend too much time on administrative details are less
effective in other team activities.

GETTING STARTED

A.  Upon assgnment, a designated member of the team should be identified
in advance that will deal with the business aspects of this assgnment. If an
individual is assigned to the team for business needs, this person should

have the knowledge comparable to a Finance Section Chief or Incident
Business Advisor.

B. Office Logistics

The following are the common e ements that will need to be provided
upon arriva to the requesting unit:

Computers
Administrative support

Transportation
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Office space

Telephones

Facsmile machine

Digitd camera
The Host Unit should be contacted in advance if possible to determine if
they have facilities avallable for the team to operate. If not, obtain options
from the local business staff in order to facilitate a short setup time upon
arivd.
If office space, office equipment, and other items are going to require

renting, contact the unit’s procurement staff for assistance, unless ateam
member has that authority and purchase tools.

Loca/Regional Contacts

The following are sources of contacts to meet/assist the team with business
needs:

Agency Administrative Manager/Officer

Agency Procurement Staff/Buying Team

Support Group

Finance Section Lead (Budget and Finance Officer/Financial Manager)
Fire Management Officer/Forest Fire Staff

Public Affairs Officer

Fire Prevention Officer

Incident Business Management
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For regional geographic area contacts, current lists of incident business
specidists for the Forest Service, States, and Bureau of Land Management
have been established.

The lists are maintained on the National Wildfire Coordinating Group’s web
dteat:

WWW.NWCQ.QOV.

The Incident Business Practices Working Team sponsors a section on this
web site and the lists can be found there.

The individuas identified on these lists are the first contact for agency
specific issues, regulations, or questions relative to the unit that requested
team assistance.

V. AUTHORITIES

A.

The purpose of Fire Prevention Education Teams is to support
geographical fire prevention and wildland fire educationa needs
preceding and during periods of high wildland fire activity.

The existing agreement that authorizes and supports the use of teamsisthe
Master Agreement between the United States Department of the Interior and
the United States Department of Agriculture. A copy of the agreement can
be found in the National Interagency Mobilization Guide, NFES 2092,
Chapter 40.

B.  Upon request by a unit for ateam, the ordering is done through the existing
ordering process used for emergency assignments, however, utilizing a prevention
or an education team does not constitute a fire assgnment.

1. Not afire assgnment

2.  Some emergency rules may apply relative to:

a Trave
b. Oveatime
C. Hiring
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V.  TYPESOF FUNDING

A. A Vaiety Of Funding May Be Utilized For Prevention Education Teams.

Work closdy with the Buying Team, if available.
1. Regular Appropriations for Preparedness
2.  Severity Funding
a May not be afire assgnment
b.  Funds are approved - appropriated
c.  Work, rest, travel, overtime
d. Emergency procurement rules do not apply

e. Interagency Standards for Fire and Fire Aviation Operatons,
NFES 2724, and , Forest Service Manua 5130.

3. State Funding
4.  FEMA Funding
a Declaration to State

b.  Misson Assignment to the Forest Service

B.  Different rules can apply to the above list of funding types. Regular
federal preparedness funds do not typicaly tie in with emergency
authorities unless the resource requested is in response to an
emergency incident.

1. Severity funding does establish an emergency within itsalf since the
funding source is the Suppression authorities given to the federal
agencies.
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2. State funding sources will determine the level of spending and may be
within emergency authorities.

3. Typicaly, state activation of ateam will generate the need for
reimbursement.

4. FEMA declarations come with a variety of rules for reimbursement
and the Mission Tasking should be reviewed closdly to
determine what will be reimbursed and what will not.

VI.  HIRING OPTIONS

A.

There Are Severa Options Available To Hire Additional Personnel For Fire
Prevention Education Teams.

1.  Adminigratively Determined Pay Plan (AD Hires)
a Federd and state taxes will be withhed
b. W4, 19, and W5 forms

C. Preseason sign-up recommended, fill out forms, get into
ROSS

2.  30-day Specid Hiring Authority

3. Reimbursable agreements with state

4.  Volunteer

Utilizing the AD hiring authority requires following some administrative
items. The point of hireis usualy where theindividua lives. If

the individua is hired away from their residence, travel reimbursement
and/or coverage may be an issue.
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VII.

VIII.

C. TheAD pay planis modified annually. Oneis produced for the
Department of the Interior and a separate one for the Forest Service.
To ensure you are following the correct rates, regulations, and other
requirements, obtain a current copy of the pay plan.

If arate needs to be established, it should benegotiated prior to
mobilization by an authorized individud.

PROCUREMENT

The federal agencies utilize purchase tools in the form of purchase credit cards
and checks. If ateam member has these items, they will be able to provide some
procurement support. However, that may not be their primary responsibility and
they may not have the time to meet the needs of the team for services and supply
purchasing.

A.  Utilize Locd Purchasing Agent

B.  Government Printing Office (GPO) For Large Federa Printing Jobs
C. Copy Versus Print

D. Emergency Procurement Rules Do Not Apply

The basic rule of thumb to remember isif the materia needing to be reproduced
will go outside of the agencies (partners/cooperators), GPO rules apply.

The decision of copying versus printing can be determined by the quantity and
quality of the product you are after and if colors are needed. If you are on an
assgnment for a state, consult the state' s purchasing representative for their rules
and regulations governing printing. Always keep receipts.

TRACKING EXPENDITURES

There are many tools available for tracking costs. Incident Cost Accounting and
Reporting System (ICARS) isone toal that is utilized by many incident
management team cost units. Spreadsheets and other databases are aso viable
options. The primary thing to remember is what you need to track, why, and if
you need to provide that information to someone in a report format.
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There are basically two reasons for tracking costs:
Limited budget
Need for up-to-date numbers
ADMINISTRATIVE SUPPORT DOCUMENTS
Reference - Fire Prevention Education Team Forms Catalog
ADMINISTRATIVE SUPPORT DETAILS
Administrative respons bilities aso include the following
A. Basic Business Practices
B.  Office Management Principles/Systems
1. Filing systems
2. Documentation
3. Reports, daily, summaries, etc.
4, Supply inventory/procurement
C. Presentation Preparation

D. Final Report
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4B - COORDINATION

LESSON OBJECTIVE
Describe the coordination efforts of a Fire Prevention Education Team.

INTRODUCTION

The coordination element of Fire Prevention Education Team activities will be
important to team success. Thecoordination framework needs to be established
as early in the assgnment as possible.

The Team Leader will be faced with determining coordination priorities and the
scope of the team involvement. The Fire Prevention Education Team will be a
focus of attention and will be in demand. The host unit, at dl levels, will have high
expectations on what to expect. Thiswill require attention to coordination

details.

FUNDAMENTALS OF COORDINATION EFFORTS

Basic Coordination Elements
A.  Agency Administrators
B. Loca Management Teams
C. Interna - On Site Location
1.  Theteam location
2. The office
D. Internd - Off Site Locations
1. Field offices
2. Ranger stations
3. Work dtes

4, Adminigtrative units - fire prevention, etc.
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E. Extend
1. Loca government
2. Cooperators
3. Contractors
4. Fire Safe Councils
V.  INTERAGENCY COORDINATION
A.  Assessment Of The Existing Cooperative Program
1. Interagency committees, cooperatives
2. Mutua aid agreements
3. Cooperative agreements
a Master operating plan
b. Local operating plans
B. Review Interagency Fire Prevention Planning
1. Joint agency efforts
2. Feld reviews with agency representatives
C. Determine Interagency Involvement
1. Financia
2. Staff support
3. Facilities

4, Equipment
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V. LARGE HRE ASSISTANCE

A.

B.

Coordination Of On-going Fire Activity

Fire Assistance Opportunities

1.

2.

10.

Media support

Homeowner involvement

Materia development

Assist PIO

Ambassadors

MAC coordination

Severity determinations

Fire prevention staffing recommendations
Agriculture Extenson Agent

Other, Community Wildfire Protection Plan (CWPP)
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4C - TEAM RESOURCE UTILIZATION

LESSON OBJECTIVE

Utilize various resources to ensure team success.

INTRODUCTION

Fire Prevention Education Team Leaders will be faced with a variety of fied
operation opportunities and must be able to adapt to the existing situation and
changing situations while utilizing the skills of team members.

USE OF RESOURCES - SUPPORT

A. Resources available to Team Leaders can be made available from different
functions. The team assignment can be enhanced with other local
personnel. Consideration should be made to:

1. Recruit support service

a

b.

Receptionists

Mail clerk

Graphics

Additional public affairs
Procurement

Loca media

List others (i.e., prevention technicians, engine crews, bilingual
employees, law enforcement officers, IT staff, dispatch)

Send out an e-mail to let support services know who the team
IS

2. Use of resources - other agencies

a

State and local government
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b.  Forest Service

C. Bureau of Land Management
d.  Nationa Park Service

e Fish and Wildlife Service

f. Bureau of Indian Affairs

g. Rura and paid fire departments

h.  Volunteer fire departments

Recruit other nontraditional partners
a Road departments

b.  Public utilities

C. Local vendors

d. List others (i.e., local Red Cross volunteers, libraries)

Use Of Rurad/Volunteer Fire Departments

These resources can be a valuable asset to any team activity. These units
can contribute in the following ways:

1.

2.

Patrol

Public contact

Inspections of fire prone area
Provide mitigation recommendations
Serve asloca consultants
Conduct/support school programs

Assist on community outreach activities
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WORKING WITH INCIDENT MANAGEMENT TEAMS

Teams may be requested to support ongoing Incident Management Teams.
Considerations by the TeamL eader should include:

A.  Determine Organizationa Protocol
1. Team Leader roles and responsibilities
2. Relationship to existing team Public Information Officers
3. Suppression and chain of command

B.  Determine Scope Of Work, Objectives, And Task Assignments

1. Short term

2. Longterm
C. PaticipateIn All Briefings
D. Recommend Specific Actions

1.  Community
2. Media
3. Ground resources
4,  Staffing Required
E.  Provide Condition Assessment

1. Fire occurrences

2. Risks, hazards, values
3. Public education requirements
4, Community involvement

5. Community outreach
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F.

G.

Provide Operational Assessment

1. Preparedness level activation

2. Seasonal severity

3. Program evauation — local fire prevention

Fecilitate Training And Skill Development For Local Resources

FIRE PREVENTION PATROL

Having the field patrols working with the team, and having local resdents who are
familiar with the area was very beneficia to getting the word out about the fire
restrictions in effect. Their knowledge of the areais critical to the success of

the team.

A.

All Patrols Must Have Communication.

Have a check in time (by calling) when they are done for the evening. Have
a key contact list ready for them.

COMMUNICATION ISA CRITICAL SAFETY ISSUE.
All Patrols Must Have Clear Assignments.

Patrol Units Must Be Mapped Out.

If using local patrols they may be familiar with the area where they are sent.
If using patrols from out of region, they are going to be unfamiliar with
the area and the local issues.

The Patrols Must Keep A Log Shest.

When patrols are out making contacts, posting signs, it is imperative that
they keep alog.
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VI.

G.

Basic Fire Prevention Instruction

If ateam gets local personnd to patrol, they may not have the knowledge of
making contacts, officer safety, radio use, locomotives, and home
Ingpections.

Uniform Versus No-uniform

Depending on location and who is funding the team should decide what to
Wedr.

Patrol Check-In Log (See Forms Catalog).

TEAM TRANSITION

Teams have the potentiad to be replaced by another team if conditions dictate
continued efforts. Thistransition can be difficult. The following can help the
process be more efficient.

A.

Complete Briefing Of New Team

1. Protocol

2. Severity schedule

3. Budget parameters

What Are The Expectations Of The New Team?
1. Objectives

2. Responsihilities

Ensure A Clear Understanding Of TeamCommitments And The Importance
Of MesetingThem.

4C.5



VII.

E.

G.

Maintain The Team Flow.

1. Existing team structure

2. Roles/responsibilities

Understand The Existing Procurement Procedures.

Maintain The Budget Tracking System.

Existing Team Leader Can Facilitate The Selection Of A New Incoming
Team.

FIRE PREVENTION EDUCATION TEAM AMBASSADORS

Assignment can require team members going to the field. Fire Prevention
Ambassadors can be effective to:

A.

B.

Organizationa Contracts

Multi-agency Coordination

Provide Material Development Training
Provide Computer Demonstration
Document Immediate Needs

Provide Key Fire Prevention Assistance In The WUI And Other Related
| ssues

Attend Local Cooperative Meetings
Brief Incident Management Team In The Area

Maintain Liaison From The Team To The Locdas
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4D - SUPERVISING FIRE PREVENTION EDUCTION TEAMS

LESSON OBJECTIVE

Apply daily supervision skills to aFire Prevention Education Team.
INTRODUCTION

Supervising the Fire Prevention Education Team will be the requirement of every
Team Leader. The organizational skills that have been developed in your work
history will be required to be successful. Fire Prevention Team supervision will

require rapid development for a short duration. Team Leaders can be faced with
different people, experience, standards, and background.

Team Leaders will be held accountable for the performance of the team. This will
require a high degree of supervisory skills. Thislesson will provide fundamentals
to consider to make your experience successful.
SETTING UP THE SUPERVISORY CHALLENGE
For the past few days you have worked very hard completing the following:
A. Program Overviews, Background, History, Etc.
B. Team Systems
1. Staffing andyss
2. Position descriptions, responsibilities and skill requirements,
3. Pre-assignment coordination
4. The host kit - team interactions

5. Mohbilization

C. TheDeegation Of Authority

D. Deveoping The Team

1. Evauate diversity and skill of Team Members

4D.1



2. Team sKill assessment

3. Determine team responsibilities, the mgor functions

4, Develop performance contracts and performance rating system
5. Develop ateam safety management program

E. Exercisee Where You Put It All Together!

IV.  UTILIZING THE FIRE PREVENTION EDUCATION TEAM LEADER GUIDE

A. TheFire Prevention Education Team Leader Guide Should Be Carried By
The Team Leader. The Guide Offers An Excellent Team Orientation
Package And Can Serve As The Foundation For Team Briefings.

B. The Elements Of The Fire Prevention Education Team Leader Guide
Consist Of:

1. Executive Summary
a Team Misson.
b.  Teamvigon.
C. History of Fire Prevention Education Teams.
d.  FPET Purpose and Use.
2. Fire Prevention Education Team Contacts
a Geographic Area Coordinators

b.  Wildland Fire Education Working Team
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Fire Prevention Education Teams
Mobhilization

Fire Prevention Education Teams - Position
Standards:

a 310-1 Nationa Incident Qualification System.

b. 5109.17 USDA-Forest Service Qudification Standards.
Fire Prevention Education Teams - Position Descriptions:

a Fire Prevention Education Team Leader (PETL).

b Fire Prevention Education Team Member (PETM).

Managing Fire Prevention Education Teams

a Supervising Fire Prevention Education Teams.
b. Pre-Assignment Coordination.

C. Delegation of Authority.

d. Developing Fire Prevention - Education Teams.
e. Deveoping the Team Action Plan.

f. Administrative Responsibilities.

0. Coordination Fundamentals.

h. Resource Utilization.

I Fire Prevention Messaging.

J- Fire Prevention Communication.
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10.

11.

Fire Prevention Education Team
Operations

a Operations Checklist
“After Action” Review

b.  Operations Checklist — Program Evaluation.
C. Fire Prevention Preparedness Considerations.
d.  Operations Checklist — Team Leader.

e. Operations Checklist - Pre-assignment.

f. Operations Checklist - On-site Materials.

g. Operations Templates - Fina Report Outline.
h. Operations Templates - Filing System.

. Position Task Books.

Fire Prevention Education Team Safety

a Job Hazard Analysis.

b.  The Talgate Safety Mesting.

Fire Prevention Education Team - Administration
Documentation System (Forms).

Fire Prevention Education Team Reference Library
Electronic files of appropriate documents.

Appendix

Designed for Team Leader use to put other related information.
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VI.

SUPERVISING DAILY OPERATIONS - THE EXERCISE

Major Considerations

A. TheDaily Activity Schedule
1. Hours of work (approval for more than 12 hours required)
2. Location of the work

B.  Project Planning For The 14 Day Assignment
Establish timelines with completion dates

C. Project Leadersnip/Responsibilities

D.  Work Planning

E. Project Scheduling

F The Budget, How Much Will It Cost?

G.  Project Procedures/Controls

H.  Program Monitoring

l. Standard Checklists

J. Reviews, Schedule

PUTTING IT ALL TOGETHER
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S5A - MANAGING THE MEDIA AND PUBLIC AFFAIRS

LESSON OBJECTIVE

Describe the function of media management and campaign development.

MANAGING THE MEDIA/PUBLIC AFFAIRS - INTRODUCTION

Fire Prevention Education Teams will be involved with the media or Public Affairs
activities. The core team will include a Public Affairs or Information
Speciaist. Thissupport iscritical to the success of the team.

It isimportant that the Team Leader have enough experience and skill to
adequately manage this team element.

MEDIA ASSESSMENT AND COORDINATION

A. Public AffairdInformation Skill Assessment

1.

2.

3.

4.

S.

Not al public affairs personnd have the same skills.
Determine individua skill base.

Determine what each individual does best.

Personal capabilities.

What are the agency capabilities?

B. Host Unit Public Affairs Coordination

1.

The coordination with the Host Unit in al medialpublic affairs activity
is extremely important. If thereis an area where previous teams have
had difficulty, it isthis area.

Remember, you are on their turf, they need to be a part of the effort
or a least have the opportunity to participate.

Establish an information approva system.

Interagency coordination.
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5. Build the media team.

a Media

b. Key people

c.  Agency representatives
6. Control the crisis.

C. Managing the Media/Public Affairs

1. The communication strategy should drive the media/public affairs
operation.

2. Be proactive not reactive.
D. Mantain Control
1. Media can get out of control inahurry.

2. Be the first and best source of information.

3. Media and public outreach

4. Media outreach
a Joint communication plan
b. Responsibility
C. Implementation

E. Media Protocol

1 Zone of influence

2. Agency representatives
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F. UseOf The Public Affairs Officer
1. Establishing the communication network
a Email contacts
b. Fax services
C. Key contacts
d.  Esablishing information points

2. Key development of the communication strategy

DESIGNING THE MEDIA ELEMENT
During fire season, stories about maor wildfires that besiege the nation’ s forests
and rangelands, as well as surrounding communities, appear amost daily in
newspapers and on radio and television broadcasts. But how many of these
stories take the time to present information about wildfire prevention?
A.  Communication/Marketing Plan Devel opment
1. Title page
2. Signature page
3. Tableof contents
4, Background
5. Purpose of the plan
a Goals
b.  Objectives
C. Key messages

d.  Target Audiences
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6. Methods
1. Action plan (dynamic)
Media Kit Development
1. News releases
2. Radio public service announcements
3. Paid advertising
4, Televison PSA Story board
5. Related information
a Maps
b.  Tdking points
C. Briefing packets
d. Addicks
e. Agency information, other
Communication Methods
1. News releases
2. Public service announcements

3. Press conference

4, Interviews
5. Paid ads
6. Field tours
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V.

7.

8.

9.

10.

Events

Web gtes

Incident

Other

IMPLEMENTING LOCAL CAMPAIGNS

A.

Loca campaigns have proven to be extremely effective. They gain local
support and are easily implemented. The following fundamentals should be
considered when developing a fire prevention campaign.

1.

2.

9.

10.

The Process — development steps

Developing the theme — What needs to be said and how to say it?
Campaign elements — “ The Fundamentals’
Communications/Marketing Plan — How can the media help?
Materials template development — How can it get done?
Corporate Support — Is there other help available?

Product Design — What will sdl the campaign?

The Substance of it..teaching them to fish

I mplementation — “Close the Loop”

Program Availability —“Keeping it Alive’

Bilingual Considerations

1.

2.

3.

Written

Teevisgon

Radio
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Examples Of Recent Campaigns

1. Know Before Y ou Go!

2. I’m Concerned

3. Wildfire Beware/Prepare
4. Don't Blow It!

5. Stop Arson

6. Don’t Burn Texas

7. Fire on the Range

8. Match Play

0. Senior Fire Busters

10.  SurviveAlive

11. RetireFire

12. HreAway

13.  Strike Zone

14.  Living With Fire

15.  Wildfire The Next Storm
16.  Wildfire.Not In My Backyard

17. 1t Only Takes One
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D. Other Media Considerations
1. Graphic support
2. Video clip service

Same as above, only video
application.

3. Fax service
One-stop fax service, fax to them and they fax to a predetermined list

4.  Web site development—commercia vendors
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5B - FIRE PREVENTION EDUCATION MATERIALS

LESSON OBJECTIVE

Administer fire prevention education materials devel opment following agency
standards.

INTRODUCTION

The intent of thislesson is to provide the necessary steps to prepare and produce
fire prevention education materials to support Fire Prevention Education Team
activities. It has been designed to generate ideas and provide information to assist
in the development of a successful wildfire prevention education materials
development program.

THE PROCESS
The process for developing fire prevention education materials, for whatever

cause, has basic components. This lesson will cover these components and key
points that affect their implementation.

A. The ldea— We All Have Ideas, Some Good, Some Not So Good, Some
Work, Some Don't. But In Order To Do The Job, We Must:

1. Represent the agency/organization

2. Present a positive agency image

3. Feel good about what we do

4, Increase morae, make others feel good

B. TheTeam Leader Must Continually Have To Create Ideas, Continue To Be
Creative, Someone Has To Do It!

C. How To Be Successful In Implementing The Idea, Big Or Small:
1. It won't be easy.
2. Y ou have to be a bulldog.

3. Y ou will have to coerce, dl levds.
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4. You will have to exercise dl your supervisory skills to motivate.

5. Y ou will have to be a champion for the cause, have a passion.

6. Y ou will have to persuade everyone, procurement, creative folks, mail
room, etc.

Design Concepts

1. Who'sit for, identify the audience.

2. What message is trying to be conveyed?

3. Deveop your ideas visudly.

4, Provide for aternatives.

5. Try not to be too specific at first.

6. Concepts have away of findlization, be cautious.

Initial Meeting With Host Agency

1.

2.

Determine the client; team, organization, another agency, another unit.
It'ssdl time again.

Make an gppointment, confirm in writing.

Be professional, attitude, appearance, presentation.

Be positive, |et the passion show.

Know what you want.
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7. Know how to negotiate, understand parameters

F. Mutual Agreement With Host Agency
1. Lock it up - decision.

2. Work can be accomplished by various means, fax, overnight mail,
electronically, off-dte, etc.

3. Courtesy status briefing to management
V. PRODUCT DEVELOPMENT
A.  Utilize All Available Expertise On Product Development, Contact Early.
1. Bring creative people in early.
2. Create it, in-house, contract, other agency.
3. Maintain the image.
4. Meet client needs.
B.  Support
1. Complete dl fina work.
2. Photo, art, writing.
C. Find Layout
Finish it

D.  Specifications, Extremely Important, This Determines What Y ou Get,
Consider:

1. Size, color, line screens, shipping instructions, production timeline,
procurement authority, proof gpproval, cutting, collating, packaging

2. Each product will require specifications
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E. Submit For Production

1.

2.

3.

Government Printing Office
Open market, get approva

Understand procurement procedures

F. GPO Requirements

V.  HOW TO NEGOTIATE THE PUBLICATION PRINTING PROCESS FOR
FIRE PREVENTION PRODUCTS - GETTING IT DONE

A. It Could Take A Minimum Of Three Weeks From Completion Of The
Request To Receipt Of Materials From The Printer If All Goes Well.

B.  Conceptualize The Product —What Do Y ou Want To Do, What Do You
Want It To Look Like, And What Message Do Y ou Want To Convey.

1.

2.

3.

4.

Review the printing process.
Make sure the appropriate EEO statement and logos are included.
Develop a mock-up—get it as close to what you want as possible.

Get approval from appropriate authority.

VI. PUBLICATION PROPOSAL.

A. Publication Directions

1.

2.

Who are the primary audiences for this publication?
How does this publication relate to unit or regiona objectives?

Why is this publication needed? What is the publication’s key
message?

How will effectiveness be measured after it is produced?

Summary of content elements
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6. Isthis asale item?
7. Is this a partnership production?
8. If apartnership, explain
9.  Will this publication be posted on the www?
10. Type of publication
11. Format
12.  If folded, what isthe flat sheet Sze?
13.  If book, what is the number of pages?
14.  If this publication contains a map, what purpose does the map serve?
15. Who will do the layout/graphics?
16.  Who will produce maps?
17. Covers?
18.  Binding specifications
19.  Color reproduction
B. Mandatory For All Publications
1.  Agency identification
2. Equa Opportunity
3. Publication number
C. Jugtfication For Printing Two Or More Colors
1.  Whyiscolor essentia?

2. What objectives will be accomplished by using color?
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VII.

3.

Was this publication identified and funded as part of the unit’s
program schedule of work?

D.  Concurrence - Subject Matter Experts

1.

2.

3.

4,

Has the subject matter of this publication been reviewed and
approved by the unit’s subject matter speciaist?

Who reviewed and approved the subject matter?
Regiond program leve review

Reviewed by

E.  Recommendations/Approvals

1.

2.

TRAINING

Line Officer/PAO

Publication Review Committee

Publication Program Manager certification and recommendations
Regiona Office approval

Washington Office approva

Y ou will have to develop and train the implementation network. This could be
simple to complex, based on the complexity of the project.

Training should cover all aspects of the project image, operating procedures,
organization, responsibilities, roles, etc.
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VIll. EDUCATIONAL MATERIAL
A. Recaive Materid

1. Check on ddlivery

2. Isit al there?

3. Did it get to the right place?

4. Does it meet the specifications?
B. Materia Didtribution

1. Be organized

2. Be secure

3. Make sure workers do it right

4. Provide for agency and VIPs

IX. EVALUATION
The Final Phase To Your Project Is To Evauate Its Effectiveness, Some |deas:
How was the project administered?
Was the publicity adequate by the client?
Was the publicity adequate by the agency?

Has the reporting been completed?
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Was community outreach adequate?
How effective was the pre-event planning?
How was the event supervision?

Were the on-gite activities adequate and met objectives?

Were the materials handled properly?
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5C - TEAM REPORTING

LESSON OBJECTIVE

Prepare team reporting requirements

FIRE PREVENTION EDUCATION TEAM REPORTING - INTRODUCTION
This lesson will provide standards for consistent applications of necessary
reporting procedures needed for team functions. These applications are not all
inclusive. Team Leaderswill also utilize their own forms and documenting

procedures. The following elements will be covered:
A.  Existing Standard Operating Forms

B.  The Daily Reporting Procedures

C.  Trangtion Reporting

D. TheFina Report

OPERATIONAL REPORTING

Fire Prevention Education Forms Catalog

1. Fire Prevention Education TeamAssgnment Evauation
Form FPE 100 (Host)

2. Fire Prevention Daily Contact Log Form FPE 103
3. Patrol Phone Check-in Log Form FPE 104
4, Community Meeting Log Form FPE 105

5. Public Meeting Arrangements Checklist Form FPE 106
6. Daily Work Accomplishment Record Form FPE 107

7. Conversation Record Form FPE 108
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B.

10.

11.

13.

14.

15.

16.

17.

18.

19.

Key Contact List Form FPE 109

Fire Prevention Key Contact List Form FPE 110

Press Release Template Form FPE 111

Fire Prevention Team L etterhead Template - Form FPE 112
Fire Prevention Team FAX Template Form FPE 113
Pre-Suppression/Detail Request Form FPE 114

Host Unit Prevention Education Team Initia Request Work Sheet
Checklist Form FPE 115

Electronic and Hardcopy Filing Template Form FPE 116

Fire Prevention Education TeamAssignment Status Summary
Form FPE 209P

Unit Log Form FPE 214P

Fire Prevention Education Team Member Performance Rating
Form FPE 226P

Fire Prevention Education TeamL eader Performance Rating
Form FPE 227P

Operationa Forms Summary

V.  THEDAILY REPORT

A.

Purpose

To keep accurate daily records of general information regarding the
assgnment. Thisform can be used to build the daily situation report.

These reports can be compiled to help develop the fina report.
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C.

Preparation
Team Leaders should keep these daily reports as a master record of daily
activities. The system used is determined by the Team Leader and the Host
Unit.

Distribution

Daily report ditribution will be determined by the Host Unit.

V.  TRANSITION REPORTING

A.

Fire Prevention Education Team Trangition

Fire Prevention Education Team assignments, in most cases, require more
than one team. When this occurs it is extremely important that the transition
from one team to the other be as efficient as possible. The success of the
total team effort is dependant on how well each team prepares the other.
This lesson will display a successful transition process.

Trangtion Planning And Presentation

Trangition reports should be prepared in hard copy and electronic versions.
This report can aso serve as the management briefing for the Host Unit.

The Report Should Include Goals And Objectives
1 Goa #1

a Objective

b.  Accomplishments

C. Products
d.  Recommendations

e. Communication planning

f. Recommended process for change

0. Draw down of resources
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2. Goa # 1 (continued)
3. Goas# 2-8
a Objectives
b.  Accomplishments
C. Recommendations
D.  FirePrevention Education Administrative Elements

Thisis additional information needed by the incoming team to be able to
rapidly trangtion.

1. Budget tracking system

2. Filing system

3. Procurement system

4.  Key contacts

5. Reporting status

VI. THE FINAL REPORT
A.  Executive Summary

1. In July 20X X, the Angeles Nationa Forest requested a National
Wildland Fire Prevention Education Team to assst with their
prevention and education efforts. Five teams were used from July

31% to September 30.

2. The teams developed six desktop reference guide books for interna
use covering:

Media Information
Project Activity Leves

Fire Restrictions
5C.4



Strategic Planning For Fire Prevention Education

Communications Strategy
Prevention Patrol Guide

In addition, five handouts were developed following the San
Bernardino/Cleveland design, specific for the Angeles.

They are:
Allowable Activities Matrix
Folding Pocket Card
Table Tent

English/Spanish language versions of the tri-fold brochure and
rack card.

3. All of the efforts by the teams would not have been possible if not
for the management support.

Acknowledgments

The Fire Prevention Education Team would like to acknowledge the
following individuals for assisting in our assignment:

Thank Y ou!
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C. Table Of Contents

The report contents should reflect:

1.

2.

8.

Introduction

Team Mission

Key Message

Objectives and Accomplishments

Recommendations

FPET Team Member Roster

Appendices
Communication Plan
Changing Fire Danger Levels (FDL) and Forest Use
Restrictions (FUR)
Emergency Fire Closure and Forest Use Plan (FUP)
Decision and Information Process Flow Chart
Tri-fold Leaflet in English/Spanish
Rack Card in English/Spanish

Angeles FPET materias are included on the CD

D. Introduction

1.

Fire danger levels have been increasing for severa years on the
Forest as the result of a prolonged drought.

Large portions of the Forest are at risk. These areas continue to

expand as the drought persists. The Santa Anawind events typically
occur in October and November adding to the fire potential.
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Public use has reached gpproximately 10 million vigts annudly.
Vigtor travel routes and recreation corridors have highly concentrated
use.

There are numerous recreationa residences on the Forest, most are
located in high risk, high hazard, fire prone areas.

2. Due to these factors and the possibility of closing the Forest to
al users, Nationa Fire Prevention Education Teams were requested.
The focus of the teams was to help define fire danger levels and
alowable activities.

As aresult the teams developed brochures, leaflets, and
handouts for forest users; developed guidance handbooks for
Fire Prevention Peatrols, integration of PAL into the FDL, Fire
Restrictions Reference Guide, a mediakit, and communication
strategies and plans.

The teams a so supported special forest programs and presentations
as needed.

E. Team Mission

1. The Angeles Nationa Forest tasked the Fire Prevention Education
Teams with:

a Help Forest Service employees and the generd public
understand fire restrictions and their implementation.

b. Inform loca communities of fire restrictions.
C. Assist with Forest closure plan and implementation.

d. Achieve asuccessful fire prevention and education effort.
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2.

Key Message:

Forest Use Redtrictions, including closures, are implemented to
protect the public and resources.

F. Objectives And Accomplishments

1.

Objective 1
Assist forest with standardization of fire danger levels, fire use

restrictions, and forest closure guidelines consistent among the
Southern Province.

Accomplishments
a Met with District Rangers, fire staff, prevention speciaists,
SO, and dispatch personnel to discuss fire danger levels, fire

use restrictions, and closure guidelines.

b.  Compiled and compared Southern Province restrictions
and closure plans.

C. Prepared step-by-step standardization for forest
closure and forest use restrictions.

d. Developed/designed tri-fold brochure and rack cards
consistent with other Southern Californiaforests
highlighting FDL, FUR, and forest closure guidelines.

e. Developed the Fire Restrictions Reference Guide and Power
Point presentation

2. Objective 2

Establish protocols to facilitate internal and externa
communications in relation to fire use restrictions and closures.

Accomplishments:
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a Developed the fire communications strategy plan for
communicating firedanger levels and forest use restriction
information to internal and external audiences.

b. Developed text for recorded telephone messages that address
fire danger levels and restrictions.

C. Developed a flow chart to augment decision making process
changing fire danger levels and subsequent restrictions to
internal and externa audiences.

d. A Proect Activity Level (PAL) tutorial Power Point was
developed.

3. Objective 3

Assst with the integration of Project Activity Levels (PAL) and FDLs
with forest use and closure.

Accomplishments:

a The PAL reference guide was developed, completed, and
distributed.

b. Education materials have been produced. Thereisan
information sheet for general parties, contracts, specia use
permits a “ Pocket Guide.”

4. Objectived
Improve and enhance the Angeles National Forest web site information.

Accomplishments:

Reviewed information that is currently on the forest’s existing fire web
gte.

Devel oped recommendations for the Forest Fire Information Officer to be
given to the webmaster to enhance the forest’sfire web site.
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5. Objective5

Assist with development of fire prevention information handouts to
Adventure Pass purchases.

Accomplishments:

Redesigned/devel oped and ordered the following brochures and
handouts.

a Tri-fold brochure, English
b.  Tri-fold brochure, Spanish
C. Rack Card — two-sided Spanish/English
d.  Folding Pocket Card
e. Table Tent
f. Allowable Activities Poster
6. Objective 6
Assist with the implementation of existing Forest Fire Prevention Plan.
Accomplishments:

a Met with Forest and Didtrict fireprevention staff to discuss the
current fire prevention program.

b. Gathered copies of al existing Forest and District wildfire prevention
plans, emergency fire closure, and forest use plans.

c. Reviewed exigting fire prevention plans and proposed
recommendations.

d.  Asssted with the implementation of existing Forest Fire Prevention
MPan.

e. Examined Forest and Didtrict Prevention Plans; identified
Inconsi stent messages and corrected.
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Objective 7

Promote and increase the visihility of the Angeles Nationa Forest
Fire Prevention Staff.

Accomplishments:

a  Consulted with the fire prevention staff in the Supervisor's
Office and District Offices to solicit information and feedback
on fire prevention product development.

b.  Worked closaly with the FPTs on al the Didtricts to help
coordinate and facilitate the prevention efforts of the
Districts and Supervisor’s Office staff.

c. Asssted the Los Angeles River Ranger District with displays
and materias at the Los Angeles County Fair.

d. Included Fire Prevention Staff, District, and SO in the
planning decision process of fire danger levels, fire use
restrictions, and forest closures.

e. Copied the prevention programs for Districts.

G. Recommendations

1.

Website and Automated Answering System—Maintain website and
automated answering system with the current fire danger level. The

message should be clear and concise. All links and/or forwarding
messages should be readily understandable.

Fire Prevention Officer—Due to unfortunate circumstances, the
FPET liaison has been on extended leave. The Ranger Didtricts and
Teams unanimously agree that the position is vital to the success of
these programs and recommend an acting Fire Prevention Officer be
detailed to fill the vacancy.
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3. PAL and FUR Confusion-Avoid the confusion of mixing the PAL
message with the FUR messages.

Permittee Activity Leve involves operationd activities while FUR
involves public and use and recreation.

4, Communications-Open communications with other forestsis
necessary to continue the coordinated messages being given to
resdentsin the LA Basin Area

5. Team Trangtion—An overlap team member is essentia for a smooth
trangition between teams. The person provides continuity and can
assist new team members learn their new tasks. Additiondly, the
Forest Fire Information Office and Fire Prevention Officer or
designees should be in attendance at the transition meetings to
provide two-way communications and avoid an overlap in
communications efforts.

VIIl. FPET TEAM ROSTER

List the team members and key individuals.
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5D - PROGRAM ASSESSMENT AND PLANNING

LESSON OBJECTIVES

A.  Prepare Strategic Fire Prevention Planning Elements

B.  Describe Community Wildfire Protection Planning Elements

C. Prepare A Fire Prevention Program Assessment

D. Describe The Fire Prevention Preparedness Criteria

INTRODUCTION

A. TheGoa Of Fire Prevention Assessment And Planning Is To Develop And
Implement Programs That Maintain A High Level Of Efficiency In Both

Time And Cost Effectiveness.

B. A Plan Represents Current Trends And Management Decisions Based Upon
Ecosystem Management  Direction.

C. ActivitiesIn Fire Prevention Assessment And Planning Must Be:

1 Simple and practical in order to plan, educate, and inform al people
using the wildlands, as well as people who live adjacent to wildland,
urban, and rural aress.

2. Effort must be focused on those causes which start the greatest
number of fire starts and which indicate increasing trends.

D.  FirePrevention Education Team Leaders can be called upon to provide this
strategic planning, Community Wildfire Protection Planning, program
assessment evaluations, and provide recommendations on fire prevention
preparedness levels.

This lesson provides recommendations on an approach to assist unitsin
these efforts.
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RECOMMENDED PLANNING MINIMUM GUIDELINES

Thisis the planning criteria that should provide policy, direction, and establish
Implementation/program standards. The following areas should be addressed:

A.  Wildfire Prevention Mitigation Plan Recommended Planning Guidelines:

1.

2.

Purpose

Introduction

Objectives

a What is trying to be accomplished?

b. Review existing documents: Nationa Fire Plan, National Fire
Policy, Land Management Plan, etc.

Fire Prevention Problems

Identify and explain the area problems. Examples arson, equipment,
etfc.

Area Description

The areathe plan covers: Didtrict, forest, unit, state, etc.
Large Fire Potentia

Fire occurrence anaysis

Establish the evauation period, 10 years, 20 years

Fire prevention treatments
a Education

b.  Enginesring

C. Enforcement

d. Adminigtration
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B.  Wildland Fire Prevention Mitigation Planning Elements
1. Recommended Planning Elements
a Planning area designation, the area the plan will cover.

b. |dentify and describe fire management units or other land
based unit.

C. Code and describe fire prevention compartments: this could be

fire planning units or fire management units or some other
breakdown.

2. Specific planning evauations
a |dentify the communities at risk.
b. Describe vulnerability (fire behavior characteristics) factors.

C. Describe planned initia attack arrival times for the planning unit
to determine protection capability.

d. Develop fire prevention objectives for the planning unit.
e. Perform afire prevention plan/mitigation risk anaysis.
f. Describe the fire history.

g. Determine catastrophic fire potentidl.

h. Determine values &t risk.

I. Determine fuels hazards.

C. Condgderations In The Development Of The Wildland Fire Prevention
Mitigation Plan

1. Develop fire prevention program options.
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2. Develop fire prevention genera actions.

a Actions that affect the entire planning unit (news releases,
school programs)

b.  Actionsin multiple units
3. Develop fire prevention specific actions.

Actions that affect the part of the planning unit, like a compartment
(signs, patral).

4, Describe non-personnel expenses.

Those items required to manage a program like materids, vehicles,
etc.

5. Describe fire prevention program responsibilities.
Who is going to do what and when?
Wildland Fire Prevention Mitigation Criteria“The Nationa Fire Plan”
1. Communities a Risk (CAR) - AGENCY
2. Communities at Risk — Vicinity “The National Register”

Are you stepping out of your boundariesto do work because you
will be affected by them?

3. Community at risk assessment standards

Community Wildfire Protection standards or other local applications
exist

4, Community at risk — educational component

|s there an educational component in place?
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Wildland Fire Prevention Mitigation Communication Strategy, “ The Road

Map”

Develop standardized applications to communicate the program to
cooperators and affected people.

Fire Prevention Mitigation Measures

1 Public Education

a

Public education activities
Fire prevention media
Bilingud fire prevention programs

Fire prevention youth programs, youth camps, organized
groups, schools

Burning Issues

Fire prevention adult programs

Arson awareness

Event management

Provide adequate assessment for the target audience.

The wildland urban interface

2. Community Outreach

Fairs, exhibits, etc.
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Community Involvement

a The Fire Safe Community Awareness Program
b. FIREWISE Action Programs

C. FIREWISE Communities USA

d.  “Wildfire Preventing Home
Ignitions’ - Video

e Fire Safe Councils

Fire Prevention Mitigation Engineering

1.

Wildland Urban Interface/community at risk (WUI/CAR) fuels
assessment evaluation

Wildland Urban Interface/community at risk fuels minimum planning
Recreation Areas - How safe are they from afire standpoint?

a Recreation areafire protection considerations

b.  Recredtion areafire prevention activities

C. Recresation area Site evaluation

Conducting recresation area fire safeevauations

Recommended recresation site fire prevention/mitigation evaluation
standards

Agency requirements
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Fire Prevention Mitigation Enforcement

1.

Restricted public use - fire restrictions

Fire prevention permit requirements, burning/campfire/blasting
Fire prevention/mitigation code enforcement

Enforcement of State Laws and Code of Federal Regulations (CFRS)
Fire investigation standards

Fire inspections

Fire prevention minimum inspection e ements

Fire prevention patrol

Fire prevention patrol requirements

Developing a patrol plan

a Tools required

b. Qualifications of personnel

C. Types of patrol

d. Patrol activities

e Enforcement

f.  Sdfey
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Fire Prevention Mitigation Administration And Management Functions
1. Staffing/budget procedures
Exigting fire prevention staffing
2. Preparedness criteria
3. Training/certification/skill development

4. Fire prevention/mitigation unit job standards

IV. DEVELOPING A COMMUNITY WILDFIRE PROTECTION PLAN (CWPP)

A.

The process for devel oping a Community Wildfire Protection Plan can
help a community clarify and refine its priorities for the protection of
life, property, and critical infrastructure in the Wildland Urban Interface,

It a'so can lead community members through vauable discussions regarding
management options and implications for the surrounding watershed.

The role of the community wildfire protection plan isto provide
Communities a tremendous opportunity to influence where and how
federal agencies implement fuel reduction projects on federal land and
how additional federal funds may be distributed for projects on
non-federa land.

Community Wildfire Protection Plans (CWPP)

1. Address wildfire in the wildland urban interface (WUI) challenges.
2. Develop thorough, locally supported solutions.

3. Provide needed |leadership and teamwork.
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D. Background, The CWPP Will:

1. Speed up the development and implementation of hazardous fuels
projects.

2. Expedite environmenta review authorities in the WUI.
3. Allow AgenciessCommunities to collaborate on:
a Hazardous fuel reduction (HFR).
b. Priority is placed on projects identified in the CWPP.

C. The CWPP gives communities a chance to influence how
agencies implement fuels projects.

4, CWPP Key Points:

a Development of the CWPP is by local government with help
from federal/state agencies.

b. CWPP plans can be simple or complex.
C. CWPP plans should include:
(1) Forest/range conditions
(20 Vaduesat-risk
(3) Prioritiesforaction
E. CWPP Minimum Requirements:
1. Collaboration
2. Prioritized fuel reduction

3. Treatment of structure ignitability
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4, Three entities must agree on the final content
a Loca government
b.  Loca fire department
C. State land management agency
F. How CWPP Helps Communities:
1 Defines appropriate WUI  boundary
2. Give priority to projects that protect community-at-risk or watershed

3. Expedites National Environmental Protection Act (NEPA) procedures
for CWPPs

G. CWPPKey Points:

1.  Atleast 50 percent of funds alocated for HFR on FS/BLM lands
must be for WUI projects, as identified in the CWPP.

2. Communities with CWPPs should have priority when funds are
allocated for projects on non-federal land.

3. CWPPs help prioritize projects as envisoned in the National Fire
Plan and the 10-year Comprehensive Strategy.

FIRE PREVENTION PROGRAM ASSESSMENT

A process to review and evaluate the operationa characteristics of wildland fire
prevention activities. This provides the organization with an analysis of strengths
and weakness to their program. The following exercise could be an approach to
take.
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The Assessment Approach
A.  Determine Assessment Scope

1. Local, regional

2. Multileve
3. Interagency
4. Loca

B.  TheFire Prevention Assessment Components
1.  Adminigtration - Fire Prevention Mitigation
2. Education - Fire Prevention Mitigation
3. Engineering - Fire Prevention Mitigation
4. Enforcement - Fire Prevention Mitigation
5. Community at Risk/Public Education
VI. HREPREVENTION ASSESSMENT ELEMENTS

A. Administration
1.  Wildand Fire Prevention Mitigation Plan complete, last date

2. Participation in Fire Prevention Cooperatives/Committees-Agency
and Interagency

3. Fire prevention training program in place to ensure adequate skill and
knowledge for agency personnel

4, Fire prevention training complete for non-fire personnel
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5. Is the fire prevention budget process adequate?

6. Corporate partnerships to enhance fireprevention programs been
implemented?

7. Early warning systems (preparedness) in place

8. Specific staffing guide and fire prevention adequately addressed

9. Fire Management Plan reflects the fire prevention program

10. Interagency fire/public use restrictions and implementation plan
current?

11.  Traning program in place for volunteers and wilderness personnel

Public Education

1. Fire prevention sign and poster plan compl ete?

2. Fire prevention sign and poster program implementation as per the
approved plan

3. Fire prevention media plan complete

4. Public education program established for rura/volunteer fire
departments

5. Fire prevention education programs planned and implemented for
schools

6. Community involvement programs

1. Community/public outreach programs

8. Children’ s programs-cause specific implemented
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10.

11.

13.

14.

15.
16.

17.

18.

19.

Bilingud fire prevention programs available

Community fire prevention activities planned

Interagency campaigns planned and implemented

Local specific campaigns planned and implemented

Fire prevention high visibility programs planned and implemented
Fire prevention educational material available and current

New fire prevention material developed or planned

Fire prevention poster contest planned

Group public contact plan complete

Key person public contact plan complete

The Wildland Urban Interface communications plan complete
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Engineering

1.

Utility companies contacted for fire prevention compliance
(powerline, railroads etc.)

Loca government/road departments, military fire prevention
Community at risk hazard abatement plan implemented

Hazard reduction plan complete for places of concentrated public
use, recreation sites, undevel oped areas, turnouts, smoking

areas efc.

Fire prevention measures coordinated on all major projects - timber
sales, construction

Hazard reduction complete for all agency facilities, hazard
assessment complete

Vaue assessment complete
Spark arrester inspection program functional

Wildland urban interface fire prevention agency coordination with
local cooperators

5D.14



Enforcement / Inspections

1.

2.

10.

11.

13.

14.

15.

16.

17.

Fire prevention patrol plan complete
High visility fire prevention patrol system activated

Outdoor burning fire use compliance system in place, burning,
blasting etc., training complete

Restricted use/closure plan complete
Fire prevention contract requirements specia use review annualy

Fire prevention contract requirements - Industrial operations reviewed
annualy

Training of spark arrester inspectors complete
Structure/improvement inspection and evauation plan implemented
Fire investigations completed on all human-caused fires

Wildland fire investigation kits complete

Campfire permit system operationd

Restricted use signs and educational materia available

Burning and welding permit system adequate/functional

Specia use fire criteria adequate for al special events

Timber sales completed for compliance of permit fire prevention
requirements

All specia use activities are ingpected for compliance of fire
prevention permit requirements

Citations/warnings are issued for fire law violations
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18.  Inspections/evaluations/assessments completed for high risk activities
(list)

Community at Risk / Public Education

1. Rura volunteer fire department mitigation training complete
2. Community mitigation campaign devel opment implemented
3. Y outh junior firewise educational program established

4. Fire prevention education /mitigation materias available

5. Fire prevention/mitigation exhibits & displays available

6. Community homeowner group contact plan complete

7. Community firewise assessment/structure vulnerability plan complete/
implemented

8. Community stakeholder meetings planned, complete

9. Residential ingpection program established

10. Resdentia inspection program implemented

11. Residentid threat notification procedures in place

12.  Wildfire evacuation procedures in place

13. Community Protection Plans/risk assessments completed
14.  Community involvement plan complete

15. Community fire prevention program established

16.  Fire prevention/mitigation plans for communities at risk
17.  Paticipate in community stakeholder meetings

Conclusion/recommendations
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VII.

VIII.

THE PREPAREDNESS PLAN

Preparedness plans are required at the nationa, state, forest and local levels. They
are determined by using alogical combination of the following parameters.

A.

D.

E.

The magnitude of a national fire danger rating system (nfdrs)
Component or index (or live fuel moisture indicator) compared to
Decision thresholds as described in agency standards

An Indicator Of Fine Fuel Loading, Described As A Departure From
Norma

Committed Initial Attack Resources On And Off Unit
Current And Expected Fire Occurrence (Number And Size Of Fires)

Fire Weather Watches And Red Flag Warnings

PREPAREDNESS LEVEL ACTION ITEMS

Actions should be taken at each planning level with safety being the primary con-
Sideration for any action taken.

Local preparedness plans serve as guides and should support the items addressed
in the geographic or national preparedness plans. They should include, but not be
limited to, the following items:

A.

B.

Management Direction And Considerations

Fire Prevention Actions Including Closures/Restrictions, Media M essages,
Signing, And Patrolling

Pre-Positioning Of Resources
Cooperation Discussion And/Or Involvement

Safety Considerations
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L.

M.

Support Considerations

Augmentation Of Suppression Forces

Communications Of Fire Weather Watch And Red Flag Warning Conditions
Fire Danger/Behavior Assessment

Briefings For Management And Fire Suppression Personnel

Fire Information, Internal And External

Multi-agency Coordination Groups/Area Command Activation

Prescribed Fire Direction And Considerations

FIRE PREVENTION PREPAREDNESS LEVEL RECOMMENDATIONS

All Preparedness Levels-the following should apply regardiess of the leve of fire
activity and should be completed prior to the start of the start of fire season.

Management Recommendations:

Staffing as per the approved “most efficient level” in place.
Adeguate fire prevention equipment/vehicle operational.

Technicd fire prevention training complete for al Fire Prevention Mitigation
Specidlists.

Fire Prevention/Mitigation Specialists attend technology transfer
workshops.

Ensure public use fire restrictions/closure plans are updated and prepared
for implementation.

Complete necessary local fire preparedness review of al fire prevention
operations and resolve findings.

Review and update the unit fire prevention plan.
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Fire Prevention/Mitigation Specific Staffing Guide updated and
operationd.

Media Plan compl eted.

Community at Risk Assessments completed.
PREPAREDNESS LEVEL |
Description: No large wildland firesin progress. Units have low to moderate
severity. Number and size of fires within normal range for the time of year. Little
or no commitment of other than local resources.
Management Recommendations

All preseason preparedness steps compl eted.

Media plan and contacts in place.

Signing program implemented.

Community at Risk inspection program implemented.

Fire prevention inspections complete on all agency facilities; campgrounds,
dispersed recreation sites, etc.

Industrial fire prevention level system functioning.
Fire cause anaysis complete and monitoring system in place.
Patrol plan complete.

All community involvement and outreach programsin place.
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XI.

XII.

PREPAREDNESS LEVEL Il
Description:  Units are experiencing moderate to high fire danger with NFDRS.
Large fires beginning to occur. Potential exists for initia attack fires to escape
and become large project fires.
Management Recommendations
Staffing levels complete, consider increased staffing
Media plan activated with weekly contacts
Specid Prevention Activities implemented
Implement targeted specific actions for high use periods/activities
Coordinate patrol efforts with other functions; law enforcement, recreation
Communicate with cooperators
PREPAREDNESS LEVEL 1l
Description: Units are experiencing high to very high fire danger with NFDRS.
Numerous units are having larger wildland fires or prescribed fire activity is
ongoing. Wildlfires are escaping initia attack. Holding actions are taking
increasing numbers of resources. Type 1 or 2 teams have been ordered or
committed, or area crews or initia attack resources have reached draw down
levels.
Management Recommendations

Fire Prevention Specialists should not be assigned other responsibilities

Fire Prevention Specialists should be committed to their assigned areas
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XIII.

Establish regular pressmedia briefings

Include fire prevention/mitigation in al severity requests

Consider nontraditional work schedules

Increase communications with al cooperators

Evauate dl prevention activities

Consider non-fire support to the fire prevention program
PREPAREDNESS LEVEL IV

Description: Multiple units are experiencing very high or extreme fire danger with
NFDRS. Numerous wildland fires escape initial attack.

No break in the predicted weather for at least 48 hours. Multiple units require
Incident Management Team activation, crews and resources are maximum draw
down. Competition exists for resources, and resources are being mobilized from
outside the area.

Management Recommendations

Evauate restricted public use fire/closure plan and prepare necessary
orders

Increase media effort and consider implementing a media center
Increase staffing, implement nontraditional partners

Consder activation of alocal/national fire prevention education team
Ensure all previous preparedness levels are activated

Coordinate al restriction activities with cooperators
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XIV. PREPAREDNESSLEVEL V
Description: Mgjor incidents have the potential to exhaust al resources, and
numerous new fires continue to occur. Most resources are committed and as they
become available they are immediately assigned to other incidents. The magjority
of new support is coming from outside the area. No break in the weather is
expected for at least 48 hours.
Management Recommendations

Evauate all previous preparedness levels for effectiveness, modify as
necessary

Implement public fire restrictions

Consider closure of specific areas

Evauate the necessary requirements for significant planned high risk events
Activate alocal/nationa Fire Prevention Education Team

Review specific staffing guide for adequacy
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5E - FIRE/PUBLIC USE RESTRICTIONS

.  LESSON OBJECTIVE

Research and implement a fire/public use restriction program.

Il.  FIRE AND PUBLIC USE RESTRICTIONS - INTRODUCTION

A.

Fire Prevention Education Teams are faced with the possibility of having
to develop, advise, implement, or coordinate fire and public use
restrictions.

Team Leaders should understand the concepts, legal parameters,
implementation criteria, and potential consequences.

The Team Leader will be in the position to advise local unitsin fire use
restriction fundamentals.

The Team Leader may be asked to develop procedures, communication
applications, training, and coordination at al organizationa levels.

The use of fire restrictions or closures is an effective method of
dealing with periods of extreme fire risks and hazards.

By definition, restrictions and closures call for the curtailment or ceasing of
normal public activities in the wildlands. They should be initiated only when
conditions warrant and be removed as soon as conditions allow.

Closures and restrictions should be initiated only after all other
prevention efforts have been exhausted, large fires are burning, or
extreme fire danger is predicted to continue.

When restrictions and closures are enacted, only authorized personnel and

members of the public with written exemptions may continue restricted
activities.
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I1l.  RESTRICTED PUBLIC USE — FIRE RESTRICTIONS AND CLOSURES

A.  Ensurethat plans are developed for implementation at appropriate
times by order on local units for restrictions on the use of open fires and
other causal agents and for closures of public lands due to fire danger.

B.  Coordinate with law enforcement and investigations staffs, office of
communications personnel and cooperators in the preparation and
Public natification for an order and the implementation plan. All
specia orders must be reviewed by law enforcement, investigators,
and appropriate personnel prior to approval and implementation.

C. FreRedriction Orders. Agency Administrators Are Delegated Different
Authorities At Different Levels. Make Sure That The Level Of Activity
Meets The Leve Of This Authority.

When a unit determines the need to order and implement the fire restriction

plan, ensure close coordination with cooperators and other functional
areas within the agency, especidly law enforcement personnel.

IV. THE PROCESS FOR CHANGING THE FIRE DANGER LEVELS

A.  TheProcess For Changing The Fire Danger Levels Are Based On Various
Factors.

Different agencies approach the issue of restrictions and closures
differently.

Generdly, the following are indicators of those elements that are given major
consideration in the decision process.

1. Burning indexes

2. Live/Dead Fud Moisture

3. Drought indexes

4, Draw down levels—Initia Attack Activity
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5. Fire activity

6. Extended Fire Weather Outlook (forecast)
7. Fire Danger Rating Levels

8. Unusua or Specia Circumstances

B.  TheFire Manager Makes The Decison As To When Conditions Warrant A
Change In Fire Danger Levels.

C. At ThisTime The Fire Manager May Activate The Agency Management
Team To Vdidate Essentid Changes.

D.  Agency Administrator Has The Authority To Implement Temporary
Closures And Restrictions,

V. THEFIRE DANGER LEVELSAND ACTIVATION CRITERIA (THISWILL
DEPEND ON GEOGRAPHICAL LOCATION)

A.  Low
1 Fireworks are never alowed on public lands.
2. Spark arresters required.
3. Wadding, grinding, cutting, and use of explosives with proper permit.

4, Wood or charcod fires alowed only in developed sites/'campgrounds
within designated fire rings.

5. Gas and petroleum stoves allowed in designated wilderness aress,
gas and petroleum stoves only.

6. Target shooting permitted only at designated shooting areas.
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Moderate
1. All previous restrictions apply.

2. Wdding, grinding, cutting, explosives, and other activities requiring a
Specia permit may be restricted.

High
1.  All previous restrictions apply.

2. Closures may occur in geographic areas that present a high fire
hazard or risk.

Vey High
1.  All previous regtrictions apply.

2. Temporary closures may come into effect due to fire activity,
forecasted wind events, or lack of fire resources.

3. Smoking is only alowed in enclosed vehicles, developed recreation
Sites, or areas cleared three feet in diameter.

Extreme

1. All previous regtrictions apply.

2. No wood or charcoal fires alowed except in identified campgrounds.
3. Certain activities within a permit will be suspended.

4, Selected recreation areas and facilities are subject to closure.

5. Target shooting is not alowed.
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F Criticd (Cdlifornia based criteria, information only)

1.  When fire danger becomes critical, entry into the National Forest is
restricted to federal, state, and county highways only

2. All Forest Service recregtion facilities are closed to public during
these times, except Ranger Stations

3. Residents, permittees, and individuals allowed onto forest roads
by permit only

VI. INTERNAL AND EXTERNAL COMMUNICATIONS

A.  Fire Prevention Education Teams that have the objective to develop
fire use restriction programs should consider as part of the
implementation plan a communication element. This should provide
awareness and understanding for internal and external audiences.

B. This Lesson Will Demonstrate The Internal And External Communication
Program Developed On The San Bernardino National Forest.
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SF - FIRE PREVENTION EUCATION TRAINING

.  LESSON OBJECTIVE

Provide an assessment of training needs as related to Fire Prevention Education
Team outputs.

II.  INTRODUCTION

Fire Prevention Education Teams over these last few years have experienced
objectives to enhance local skill and knowledge. This has resulted in Team
L eaders having to develop training assessments, course development, and
presentations.

This lesson will provide assessment fundamentals and examples of training
developed by Fire Prevention Education Teams.

1. ASSESSMENT CONSIDERATIONS

A.  When Fire Prevention Education Teams are given objectives by the host
unit to develop and implement fire prevention education programs, it
becomes apparent that providing the skill to the local unit to implement
these elements will be needed.

B.  When These Objectives Are Established, The Team Leader Must Inform
The Host That Training Will Be Required For Sustainability And Program
Success.

C. Things To Consider:

1. Exigting fire prevention education training availability
2. What training opportunities are available to be acquired?

3. What isthe training background of the Host Unit staff?

4.  Areexiging training plans available?
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V. TRAINING OPPORTUNITIES

There are numerous opportunities available for the Fire Prevention Education
Team to provide a short term solution. This can be done by ordering existing
materias and letting the host know what's available:

A.

B.

NIFC Catalog

Regiona Workshops
NWCG Courses
Academic Ingtitutions
Interagency Opportunities

Other

V.  SPECIFIC FIRE PREVENTION TEAM TRAINING DEVELOPMENT

A.

Fire Prevention Education Teams Have Been Asked To Develop Or Present
Severa Types Of Programs:

1. Homeowner/FIREWI SEffire safe training
2. Fire Investigation

3. Basic Fire Prevention

4. Risk Assessment and Mitigation Strategies
5. Fire Prevention Signing

6. Developed program implementation

7. Rura and Volunteer Fire Department
Training Program Demonstration

The Fundamental s of Wildland Fire Orientation For Rurd Fire Departments.
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5G- EXHIBITSAND DISPLAYS
l.  LESSON OBJECTIVE

Plan, organize, develop, and implement exhibits and displays.
[I.  INTRODUCTION
Fire Prevention Education Teams may be called on to develop an effective

wildland fire prevention education program and increase public understanding
about wildland fire prevention.

Fire Prevention Education Teams have been asked to develop or participate in
exhibits, displays, and events. It isimportant that Team Leaders have basic skills
in developing these activities.
A.  Exhibits And Display Considerations
1. What is the main objective?
Communicate and educate
2. Lesson Key Points
a |dentify your audience
b.  Communication methods
C. Basic concepts of display design
d. Plan and design a display layout
3. Toexhibit or not
a Written/publications
b.  Presentation
c.  Audiolvisud

d. Internet

e. Exhibits



Knowing your audience

a Educational level

b.  Children viewing the exhibit?
C. Congsderations for al abilities
Provoke and relate

a Involve vigitors

b.  Havefunlearning

C. Tell me, | forget, show me, | remember, involve me,

| understand
Exhibit objective
a Be specific

b. Bemeasurable

C. Use action words

d. Tdl who..will dowhat when

Learn and remember

a One-on-one contact, minimize words
b.  Information overload

C. Simplicity and organization

d. A pictureisworth athousand words



8. 333
a 3 seconds to get main idea

b. 30 seconds to scan heading
C. 3 minutes to absorb display

Task - Team Exercise - The Fire Prevention Group has asked for help
with a display on homeowner fire safety. The prevention group will
use this display to make presentations to homeowner groups
in the Wildland Urban Interface. The display will also be used at fairs
and community events.
1. Who is your audience?
2. What isyour objective?
3. Take 5 minutes to develop
Theme Versus Topic
1.  Whatisthetopic?
2. What is the theme?
3. Task - Exercise, the three steps to writing themes
Take 5 minutes to complete
Other Exhibit/Display Considerations
1. Information flow
2. Organization strategies

a Chronological

b.  Geographica



Follow a process
Problem/solution
By concept

What organizational strategy would you use for the theme
you created?

Words, words, words, Rule #1

Must be readable and understandable

Y our message

a Be concise, clear, and correct

b.  Target your writing

C. Write from a“you” view

d.  Omit common wordy phrases

e. Avoid jargon, use specific language

f.

Write positive, avoid negative writing

Avoid unnecessary words

Begin headings with active verbs

Understanding type

Typesize

a

b.

Capitals versus upper/lower case

Stacked characters



10.

11.

13.

14.

15.

16.

C. Distorted basdlines

d.  Linesand borders

e. Layout and space

f. Smplify

Exploring color

Contrast background and text

Making a paette

Hue and saturation

Black and Blue

a Hard to see

b. Dark blue on light blue easier to read

Color - with caution

Be sure to use avisual display projector to project your product
before final to ensure it projects well. Projected colors may be
different from what appears on a computer screen.

Design

Getting darted

The exhibit must communicate its message by itsalf without
assistance of a speaker



Task-Exercise
Plan and design adisplay
Take 20 minutes to complete
1. A good action plan coversthe details of :
a Panning
b. Designing
c.  Construction
d.  Saffing
e. Taking down
f. Storing the exhibit
2. When and where, some things to consider:
a Contract
b. Thedte
C. Digtractions
d. Supporting structure
e. Staffing

f. Indoors/outdoors

3. Go forth and exhibit



SH - PUBLIC EDUCATION

LESSON OBJECTIVE

Develop and implement a public education program for the Host Unit

INTRODUCTION

Fire Prevention Education Teams may be called on to develop an effective
wildland fire prevention education program and increase public understanding
about wildland fire prevention. Thislesson will cover the following e ements:

A.

B.

G.

H.

Public Education

Smokey Bear

FIREWISE Communities

Fire Prevention Y outh Programs

Fire Prevention Campaigns And Programs
Community Outreach

Community Involvement

Exhibits, Displays

DEVELOPING THE PUBLIC EDUCATION STRATEGY

A.

The Decison Must Be Made On Who To Reach When Developing A
Public Education Program.

A Magor Consideration Will Be The Target Audience. Some Considerations
Should Include:

1 The media
2. Homeowners

3. Vacaioners
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4, Loca government

5. Fire prevention organizations
6. Community organizations

7. Local business

8. Contractors and builders

9.  Other

A Magor Consideration Will Be The Audience Characteristics. Some
Considerations Should Include:

1. Age

2. Gender

3. Income

4. Education

5. Occupation
6. Marital status
7. Family size
8. Attitude

9. Ethnic background

A Magor Consideration Will Be The Public Relations Fundamentals That
Will Take Place. Some Considerations Should Include:

1. Product devel opment
2. Product placement
3. Product positioning - quality

4, Product service
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E. Advetisng
1. Media, electronic, written, visual, radio
2. Other: Outdoor, transit, specidity, point-of-purchase
F. Media Mix
1. Magazines
2. Newspapers
3. Directmall
4. Handbills
B. Hyers
6. Posters, etc.
PUBLIC EDUCATION

Fire Prevention Education Teams should conduct fire education programs to
promote understanding of fire and ecosystem management.

Integrate the role of fire and ecosystem management processes and products.

Create an understanding of the individual responsibilitiesin public lands
stewardship that relate to prevention of unwanted, human-caused wildland fires.

Public education programs should provide attention to bilingual audiences.
A.  Public Education Activities
1. Fire Prevention Signing

Prepare sign planning standards
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2. Interagency Fire PreventionCampaign
a Prepare campaign plan
b. Implement the program
3. Develop Specific Campaigns
a Programs — Bilingua
b.  Specid EventyHolidays
C. Elevated Fire Danger Ratings

4, Participate, as appropriate in the following areas.
a Parades

b. Fars

C. Sports Activity

d.  Exhibits

e. Public Contact

f. Community Meetings

B. Youth Programs - Use Of Smokey Bear

Smokey Bear represents fire prevention. The use of Smokey Bear isavery
important public information tool and should not be taken lightly or inap-
propriately.

Fire prevention is his entire message.
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Policy For The Use Of The Smokey Bear Costume

Only State and Federa Organizations with wildfire prevention
responsibilities shall own costumes, except for local fire departments and
other organizations that are authorized in writing by the Regional or Area
Staff Director for Cooperative Forest Fire Prevention on a case-by-case
basis. Thisisonly after the approving officia is convinced the loca
department will comply with the instructions and will use the costume only
for wildfire preventionpurposes.

Obtain assurances in writing.

Individuals Who Wear The Costume Must Agree To:

1.

Use the costume only to further the public information, education,
and awareness of the prevention of wildland fires.

Never appear in less than full costume.

Remain anonymous at every appearance and in any publicity
connected with a Smokey Bear appearance.

Use only costumes that are clean, complete, and in good condition.
Keep costumes out of sight before and after use.

Appear dignified, friendly, and firmin presenting the forest fire
prevention message. Avoid clowning and horse play.

Always be accompanied by an appropriate fire prevention personin
public appearances, except where not practical, such as on a parade
float.

Refrain from using alcohol or drugs prior to and during the Smokey
Bear appearance.

This condition applies to accompanying officials as well.

Limit speaking during appearances. Conversations or explanations
should be carried out by the accompanying official.
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E.

If Any Of These Rules Are Violated, The Violator Can Be Issued A
Violation Notice; 36 CFR 261.20 Unauthorized Use Of “Smokey Bear And
“Woodsy Owl” Symbol.

V. FHFREWISE COMMUNITIES COMMUNICATIONS GUIDE

A.

Oveview

The FIREWISE Communities Communications Guide is a comprehensive
guide to the communication materials, protocols, and guides that the
Wildland/Urban Interface Working Team and National FIREWISE
Communities program have produced.

The overview section provides additional detail on the need for consistent

communication as well as contract information for the National FIREWISE
Communities team.

Messaging

Consstent messaging is critical to communicating effectively with the
public.

The Messaging section includes approved messages of the Wildland/Urban
Interface Working Team (WUIWT) regarding the FIREWISE Communities
program and the Wildland Fire Education Working Team (WFEWT)
regarding the role of wildland fire.

1. WUIWT Messages

2. WFEWT Messages

FIREWISE Communication Materias.

This section includes a range of new materials to assist in communicating

the FIREWISE message. The first document provides suggestions for
using the materials.

1 Guide to materias

2. Fact Sheets
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3. Newspaper insert

4. Community presentation

5. Firewise checklists

6. NAPS newspaper articles

Additiona Portable Document Format (PDF)

This section provides PDFs of other FIREWISE and wildland fire
information that may be of interest, suchas FIREWISE brochures,
bookmark, wildland fire fact sheet, hazard assessment, and article reprints.
Community Guides

Thisisaguide to planning aloca workshop. A mediarelations guide also

is available by contacting the media relations team indicated on the contact
sheet in the overview section.

VI. FIREPREVENTION YOUTH PROGRAMS

A.

Fire Prevention Education Teams Are Encouraged To Develop Fire
Prevention Y outh Programs Especialy With Cooperators, Such As:

1. Cause Specific Children’s Programs

2. School Programs — Team Teaching

3.  School Classroom Presentations
Children’s Specific Fire Safety Materials/Programs

1.  Fire Safety Handbook for Hunting

2. Fire Safety Handbook for Scouting

3. Fire Safety Handbook for Y outh Groups
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VII.

VIII.

FIRE PREVENTION LOCAL CAMPAIGNS AND PROGRAMS

A.

The Fire Prevention Education Team May Be Asked To Develop And
Implement A Local Public Awareness Program.

Public involvement will create a drive needed to bring about the future
success.

This effort could require working with state foresters, fire departments, and
local communities.

Urban areas are growing faster than the suppression departments can pro-
tect them.

Choosing to live in flammable ecosystems, people must help to protect their
own property.

The Fire Prevention Education Team Should Conduct An Assessment As
To The Program Needs And Develop Recommendations.

Purpose of the program

The specific purpose of this program is to guide interagency outreach efforts
for fire prevention/education.

The ultimate goa is to mitigate loss to life, property, and natural resources
and reduce human-caused fires.

DEVELOP COMMUNITY OUTREACH PROGRAMS

Fire Prevention Education Teams may be asked to develop alocd interagency
outreach program that can be tailored to meet the communities needs and
concerns.

Examples of these efforts could include:

A.

B.

Community Defense Projects

Fire Safe Watch
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Safety FairdCarnivals
Community Fire Patrols

Fire Safe Signing

Town Mesetings/Block Parties
Loca Fire Safe Campaigns

Sponsor A Chipper To Come Through Neighborhoods On Community
Cleanup Days

Form Speakers Bureaus

Media Events

Dump Days

Public Service Messages, Print, Billboards, Radio, And Television
Demongtration Areas

Seminars And Workshops

Publications For Homeowners And Businesses

Work With Loca Fire Agencies

IX. COMMUNITY INVOLVEMENT PROGRAMS

A.

Fire Prevention Education Teams should be prepared to develop a
community involvement program to ensure that homeowners and
visitors have the opportunity to understand fire prevention
fundamentals for home and personal safety.
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Community Event Management Considerations.

1.

2.

10.

11.

Audience targeting
Concept development
The proposal

Event planning

Pre-event planning
Personnel, staffing, organization
Character appearances
Event logistics

Timetable

Promotional material
Receiving and distribution

Evauation
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6A - CONDUCT & ETHICS

.  LESSON OBJECTIVE

Adequately inform teams on Conduct, Ethics, and Sexua Harassment
Considerations.

[l.  INTRODUCTION

A.

This Lesson Has Been Developed Using Existing Federal Agency
Procedures And Utilization Of Fire Prevention Education Team Subject
Matter Experts.

The information should be used as areference for teams upon arrival a an
assignment. Thisguide is not intended to replace agency standards or local
considerations and is considered as a quick reference.

Definitions

1. Ethics. Therules or standards governing the conduct of the
members of aprofession. The accepted principles of right and
wrong that govern the conduct of a profession.

2. Conduct: To behave or act, the way a person acts, behavior.

3. Sexual Harassment: Sexual harassment at work occurs whenever
unwel come conduct on the basis of gender affects a person’s job.
Further defined as “ unwel come advances, requests for sexual favors,
and other verbal or physical conduct of a sexua nature.”

Work Standards
The following is a description of what is expected of a member of afire

prevention education team. Although some of the items mentioned may
seem repetitious, it isfelt that an occasional reminder is necessary.

The following areas are covered in this section:
1. Time and Attendance

2. Use of Government Facilities
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4. Physical Fitness

) Appearance

6. Hedlth and Safety

7. Relationships

Time And Attendance

Hours of duty

Work schedules will be developed by the Host Unit and Team Leader. Due
to the nature of the assignment, this schedule could be on an irregular basis.
If you are required to work in excess of 40 hours per week, you will

be paid at overtime rates. ADs are covered under a separate pay plan.
Team members will be assigned to various work projects. It should be
understood that acceptance of the position indicates your

willingness to work where assigned. Changes of duty stations will be

according to the needs of the Host Unit and may occur at any time.

Annual or sick leave will be approved by the Team Leader. Work/Rest
requirements will be followed.

Use Of Government Facilities
The following should be considered:
1 Firearms

2. Alcohalic beverages
Misuse Of Government Time, Equipment, And Information
1. It is each employee’ s responsibility to protect and conserve

government time, property, and information, and to use them
economically and for officia purposes only.
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2. Care, use, custody, and operation of government owned/leased
motor vehicles

a Team members may not willfully use or authorize the use of
government owned, leased, rented, chartered, or privately
owned motor vehicle or aircraft for other than official
purposes.

b.  Transporting of unofficial passengers. Transportation of
unofficial passengersis not authorized unless al of the
following requirements are met and approval has been granted.

1)

2)

3)

4)

5)

6)

The entiretrip isfully and soldly justified by its officia
purpose.

No additiona expense to the Host Unit is involved.
Government businessis not delayed and no private
profit-seeking activities or commercia dealings, other
than normal consumer purchases are involved.

No circuitous routes are used.

Authorization to gpprove unofficial passengers lies with
the Host Unit Administrator and cannot be re-delegated.

Emergency situations.

3. Team Members must meet the Host Agency driver’ s license
requirements prior to use of a government owned, leased, rented,
chartered, or privately owned vehicle.

4, The rules for unofficia passengers applies to the transportation of
government or non-government personnel in extraspacein a
government-owned, leased, rented, chartered, or privately-owned
motor vehicle or aircraft engaged in officia business.
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8.

9.

a When using a government vehicle, team members have the
obligation to obey state and local motor vehicle traffic laws. If
cited for traffic violations, employees are responsible for fines
and may be disciplined or terminated. Example: Government
driving privileges suspended.

b. No smoking: Smoking in al government owned or |leased
vehicles is prohibited.

C. Vehicle ingpection: Vehicle operators must first perform a
mandatory basic maintenance and safety check prior to
operating the motor vehicle. The safety check should consist
of fuel, oil and coolant levels, tires for inflation, cuts, breaks,
treads, etc.

The request for approval of repairs should be coordinated with the
Team Leader.

Employees must exercise sound judgment regarding the responsibility

for ensuring proper use of all government owned, leased, rented,
chartered, or privately owned vehicles.

If there are any questions about what is appropriate, please discuss
the gtuation with the Team Leader.

Pendlty for using franked mail and officia stationery
Misuse of government time

Theft, embezzlement, or misuse of government property

Team Members Responsihilities For The Care And Use Of Government
Owned Or Leased Property

1.

Responsbilities

Team Members that have been issued government-owned or leased
property are required by law to exercise reasonable and prudent care
in the use, custody, and safeguarding of such properties. This means
that they must:
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2. Protect property covered by these procedures

3. Report aloss

Performance Standards

Individual performance expectations should be established by the Team

L eader upon reporting to the assgnment. Performance evaluations will be
conducted periodically. Performance standards should include:

1.  Official conduct

2. Misconduct

3. Public contact

4.  Travel to and from an incident
5. Subordination to authority

6. Information

7. Performance problems
Alcohol and Drug Abuse

State Policy “Zero” Tolerance
Physical Fitness Program

The nature of the work as a member of the team requires maintaining a
physica fitness leve that allows functions in various environmental
conditions over extended periods of time and meets qualifications
standards.
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Appearance

1. Wearing apparel must be such that the appearance of the employee
will reflect credit upon themselves and the Team.

2. Personal
a Appearance should be professional.

b.  Persona hygiene must be maintained.

3. The Host Unit can determine the appropriate dress code. Ask before
you go.

Health And Safety

It is recommended that the following training be obtained:

1.  FrgAid

2. CPR

3. Persona Protective Equipment, as required by the assignment
4.  Avidion Safety

5. Defensive Driving, where appropriate

6. Blood Borne Pathogen
7. Monitor Stress Levels

Relationships
1. Relationships on the team:
a Should be discouraged.
b.  Relationships with contractors are to be discouraged.
C. Separate facilities for men and women will be made available.
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2. Negative impacts that could result from relationships:
a Preferentia trestment.

b. Negative effect on crew.

SEXUAL HARASSMENT PREVENTION —EQUAL EMPLOYMENT

OPPORTUNITY

A.  Creating A Respectful Work Environment

B. Harassment-free Work Place Policy

C. Individuals Who Believe They Are Being Harassed Or Retdiated Against
Should Exercise Any One Or More Of The Following Options As Soon As
Possible:
1. Tell the harasser to stop the offensive conduct
2. Tl the Team Leader about the conduct

D. Pendties

E.  Key Points When Dedling With Sexual Harassment |ssues

F Management Does Not Take Action
There are several reasons why some management personnel do not take
action to resolve sexua harassment situations when they are aware of them.

G Summay

When Team Leadersinitialy ded effectively with a sexua harassment
complaint, they will usualy facilitate a quick and informal resolution of that
complaint and, therefore, dramatically reduce the employer’ s and their own
potentid liability.
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Equal Employment Opportunity

Prohibit discrimination:
1. Age

2. Race

3. Color

4, Religion

5  Sex

6.  Sexud orientation

7. Nationd origin

8. Marita/family status

9.  Disdbility

Composition Of The Work Force

1. Provide opportunity to bring together a professional work force that
closdly reflects the ethnicity and gender of the public they serve.

2. Total quality can be attained with awork force that can work toward
meeting standards for ethics and conduct.
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6B -TEAM EXERCISE

LESSON OBJECTIVE

Work as part of a cohesive team to work on an instructor assigned project.

INTRODUCTION

Team Leaders to be efficient and effective in a short period of time must be able
to develop the process that designs the work output from all involved. Thiswill
require setting procedures and guidelines in place prior to team arrival.

A. Exercise Yourjobisto complete, in an hour, atask assigned by the faculty.

B.  Previous exercises have included (examples)

1.

2.

Pre-assignment coordination arrangements

Standard operation fundamentals

Recommended Team Leader Kit Components-individual
Recommended Team Leader Kit Components-National
Team Leader Guide - contents

Fire Prevention Campaign development

B. Exercise-10 Minute Presentation On The Results Of “A”
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6C -FINAL TEST/SUMMARY

COURSE OBJECTIVE
A.  ldentify The Functions And Roles Of A FPET Leader

B. Perform As A FPE Team Leader Trainee

CLOSEOUT/COURSE REVIEW

P-410, Fire Prevention Education Team Leader training has been completed. The
following isareview of all unit and lesson objectives:

A. Unit O Introduction

1. Introduce students, instructors, and course expectations.
2. | dentify unit/lesson topics, required performance levels, and logistical
concerns.

B.  Unit 1 Objectives. Team Organization.

Upon successful completion of this unit, students will be able to explain
how Fire Prevention Education Teams function by completing “A Review”
of teams and Pre-assignment Coordination fundamentals.

1 Lesson 1A, Fire Prevention Education Teams “A Review”

Describe the Fire Prevention Education Team history, mission, vision,
utilization, and what teams are expected to do.

2. Lesson 1B, Pre-Assignment Coordination
Mohilize ateam and implement the Host Unit Guidelines.
C.  Unit 2 Objectives. Developing Fire Prevention Education Teams
Upon successful completion of this unit, students will prepare the
Delegation of Authority, Develop the Action Plan, Develop the Fire

Prevention Education Team, Establish Team Safety Management, and
Participate in a Rapid Team Building Exercise.
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Lesson 2A, Delegation of Authority
Implement a Delegation of Authority that will govern team activities.
Lesson 2B, Developing the Action Plan

Develop an action plan for Fire Prevention Education Team activities
and Host Unit expectations.

Lesson 2C, Developing Fire Prevention Education Teams

a Describe the standards for assigning roles and responsibilities.
b.  Conduct Team Member skill asessment.

C. Conduct performance ratings.

Lesson 2D, Team Safety Management

Develop, implement, and manage a team safety program.

Lesson 2E, Rapid Team Building

Provide necessary leadership skills to a Fire Prevention Education
Team.

Unit 3 Objectives. Fire Prevention Education Team Qualifications And
Certifications

Upon successful completion of this unit, students will identify Position
Qudifications and administer Position Task Books.

Lesson 3A, Postion Qualifications

a Describe the Team Leader position requirements.
b.  Describe the FPET qualification standards.
Lesson 3B, Position Task Book Administration

Manage the Position Task Book requirements for team positions.
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Unit 4 Objectives. Program Management.

Upon successful completion of this unit, students will be able to explain
Administrative Responsihilities, Coordination, Team Resource Utilization,
and Supervising Fire Prevention Education Teams.

1 Lesson 4A, Administrative Responsibilities

Describe the application of the administrative responsibilities and
managing a Fire Prevention Education Team.

2. Lesson 4B, Coordination

Manage the coordination efforts of a Fire Prevention Education
Team.

3. Lesson 4C, Team Resource Utilization
Utilize various resources to ensure team success.
4. Lesson 4D, Supervising Fire Prevention Education Teams
Apply daily supervision skills to a Fire Prevention Education Team.

Unit 5 Objectives. Fire Prevention Education Team Activities.

Upon successful completion of this unit, students will explain Managing the
Media/Public Affairs, Fire Prevention Education Materials, Team Reporting,
Program Assessment and Planning, Fire/Public Use Restrictions, Fire
Prevention Education Training, Exhibits and Displays, and Public Education
Programs.

1. Lesson 5A, Managing the Media/Public Affairs

Describe the function of media management and campaign
development.
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Lesson 5B, Fire Prevention Education Materids

Adminigter fire prevention education materials development following
agency standards.

Lesson 5C, Team Reporting

Prepare team reporting requirements.

Lesson 5D, Program Assessment and Planning

a Prepare dtrategic fire prevention planning elements.

b.  Describe Community Wildfire Protection Planning elements.
C. Prepare a fire prevention program assessment.

d.  Describe the fire prevention preparedness criteria.

Lesson 5E, Fire/Public Use Restrictions

Research and implement a fire/public use restriction program.
Lesson 5F, Fire Prevention Education Training

Provide an assessment of training needs as related to Fire Prevention
Education Team outpults.
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1. Lesson 5G, Exhibits and Displays

Plan, organize, develop and implementexhibits and displays.
8. Lesson 5H, Public education

Develop and implement a public education program for the host unit.
Unit 6 Objectives. Fire Prevention Education Team Closeout.
Upon successful completion of this unit, students will identify Ethics,
Conduct, Sexua Harassment, participate in a Team Exercise, and complete
the fina test.

1 Lesson 6A, Ethics, Conduct, Sexua Harassment

Adequately inform teams on Conduct, Ethics, and Sexua Harassment
Considerations.

2. Lesson 6B, Team Exercise

Work as part of a cohesive team to work on an instructor assigned
project.

6C.5
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