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Utah Fire and Rescue Academy - Fire Officer I 
Lead Instructor Responsibilities and Instructions:
1. Make contact with the representative of the sponsoring organization:

a. Make sure students get the text books at least two weeks prior to the delivery.


b. Ensure the organization fills out the book check-out forms.


c. Assign the students to read chapters 1, 3, 4, 5, 6, 7, & 8 before the first class.

2. Working with the Program Manager (PM) at UFRA, ensure that all adjunct instructors are assigned and aware of their modules, dates of instruction, location of the training site, and contact information.
3. Be in attendance on the first day of class. Cover module 1 and all of the administrative issues at the beginning of class (Module 1, slide 2). Have the students fill out their training record from the State Standard with their name and the last four digits of their SSN. Collect these from the students.
4. Emphasize that it is the student’s responsibility to ensure that assignments are turned in on time and in the correct format. Give them your email address and receive the “Email List” from the class. As assignments are turned in, if they are incorrect or incomplete, send them back to the student until the assignment has been completed correctly, then sign off on the training record in the “In-House Comprehensive” column.
5. Emphasize that if a student misses class, he or she is required to get the class information from another student or the assigned adjunct instructor. This is also their responsibility.

6. All assignments are required by NFPA and the Utah Fire Service Certification Council, none are optional. Completed assignments constitute a complete training record. Without a completed training record, the student will not be permitted to take the certification test.
7. If a student falls behind in the assignments, you are to contact that student immediately and assess the problem and create a solution for getting them back on track. It is the Lead’s responsibility to keep the students on track.

8. As the lead, you are responsible to maintain certain student records:


a. Class attendance rosters – have a plan to secure these for each class period.


b. Quiz scores – see #11.

c. Assignments – see #9 & #10.


d. Field course registration cards – green cards – collect the first class period.


e. Student training records - maintain the records and fill out the appropriate sections as they are completed. You will maintain the Training Records until the certification test date, at which time they will be given back to the student(s).  If the Training Records are incomplete (due to missing assignments) you may have the organization’s Training Officer, at a later date, sign-off the remaining sections once you have received and evaluated their missing assignments. Advise the students that they will not be able to take the certification test unless their Training Record is complete.
9. As the Lead Instructor you will need to save all electronic and email assignments in a file. Create a separate file for each student and all student files should be stored in a main class file. At the completion of the class you will need to copy the main class file to a CD. This CD will be submitted to the assigned PM for archiving in the event that a student, in the next 12 months, wants to take the class for credit and will need a record of a passing grade in quiz scores, assignments, and certification written exam (scores will be available from the certification office).
10. Related to #9 above, all hard copy assignments will also need to be archived with the PM at UFRA for the same reasons. Create file folders to hold the student assignments and submit the completed folders to the PM with the CD detailed in #9 above.
11. Quizzes can be graded by adjunct instructors, however, you will need to maintain security of the quiz scoring sheet or have the adjuncts contact you with quiz scores for classes you did not attend to so that you can record the scores on a master quiz score sheet.
12. You will need to be in attendance for the certification testing date. Suggest you arrive early. Any incomplete assignments will need to be turned into you at that time and immediately graded so that the student will be eligible for the test. Completed training record can be given back to the students at this time so that the Certification Tester can review them for accuracy and permission to test.
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