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Preface
These curriculum materials provide the resources needed to teach courses for Safety Officer. To satisfy local requirements and to adjust to the amount of time available for instruction, you may want to customize the materials. To facilitate customization, the materials have been developed with Microsoft Word and PowerPoint.
[bookmark: copying_files]Customizing the Curriculum
This curriculum should be customized to meet local needs – instructors may need to add additional information to meet requirements specific to their agency or organization. To customize the curriculum, you will need to first save the files to your computer. Refer to the Curriculum Tutorial on the dropbox for in-depth information and step-by-step directions for customizing the materials. You may customize the information in a manner that best suits your specific needs. The Microsoft® Word documents were created using Microsoft® Word 2007 and the Lesson Outlines contain a macro for slide insertion. To utilize the slide macro, you will need to enable macros when opening the documents and ensure your security settings allow the macro to run. If you do not want to enable the macro, click disable macros. If you choose to disable macros or your security settings will not allow the macro, the content of the document is not changed. The macro feature may not function in all versions of Microsoft® Word.
[bookmark: planning_instruction]Planning Your Instruction
The amount of time allotted to training varies significantly from agency to agency. Therefore times are not listed in the curriculum. You may need more or less time for a specific topic depending on local needs. It is essential that you select the material that meets both your jurisdictional requirements and your available time. Be sure to look at test questions included. You may use the questions in the curriculum in various ways, for example, as a graded check on progress or as the basis for class discussion. If skill sheets are provided, review them to ascertain how many of them you want to include in your lesson plan.
To acquaint the instructor with the scope and format of the course, and other pertinent information required to deliver a course that meets the learning objectives, engages the participants, and prepares each participant for Safety Officer certification.

Course Objective
The students will be able to identify and analyze health and safety aspects that affect emergency responder safety in emergency and non-emergency situations


	Names of Indiana Developers

	Brandon Wood
	Chris Walker

	Jim Noll
	Eddie King

	Mike Parks
	John M. Buckman, III

	David Probo
	


	


	Instructors/ Evaluators 

	Assignment
	Name
	Phone
	PSID Number

	Lead Instructor
	
	
	

	Lead Evaluator
	
	
	

	Evaluator
	
	
	

	Evaluator
	
	
	

	Proctor
	
	
	

	Logistics **
	
	
	

	Planning **
	
	
	

	Safety Officer **
	
	
	

	Classroom Facility Contact
	
	
	

	Hands-On Training Facility Contact
	
	
	



** For classes where hands-on or skill activities are not conducted these positions may not need to be filled. These positions can be filled by the same person if the lead instructor so deems it necessary.





	Estimate of Time Expectations

	The time expectations are based upon 12-16 students.

	Class Start Date
	

	Class End Date
	

	Estimate of classroom hours (Recommended)
	30

	Estimate of hours to conduct the practical skills demonstration (Recommended)
	8

	Estimate of hours to conduct the practical skills evaluation (Recommended)
	8

	Final written examination hours
	3

	Total number of hours (Classroom, practical skills evaluation/practice & cognitive exam)
	50

































	Instructor/Evaluator to Student Ratio

	Recommended Instructor to student ratio for practical skill demonstration.
	1/1

	Required Evaluator to student ratio for practical skill examination.
	1/1

	Required Evaluator to student ratio for practical skill final examination.
	1/1


	Equipment/Props/Supplies Required

	Paper
	Recommended text: National Fire Academy ISO/HSO Curricula

	Sample risk analysis 
	OSHA 300,301,301A Forms

	Classroom exercises
	Safety Officer Train-the-Trainer Video
(http://www.in.gov/dhs/3642.htm )

	Exercise and presentations (under Fire Officer)
(http://www.in.gov/dhs/3108.htm)
	Practical Exam Power Point
(http://www.in.gov/dhs/3108.htm) 

	Incident Safety Plan Form
	***NFIRS Form 5 “Firefighter Casualty Report” 

	 “Meadowood” video and report (PDF) 
	Lead Evaluator Handbook 

	ICS 215-A form-  http://www.fda.gov/downloads/EmergencyPreparedness/NIMS/UCM270452.pdf 
	Sample injury reports from AHJ

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	





	Facility Requirements

	Classroom

	Projector 
	Screen

	Dry erase board with markers/eraser
	Lesson Plans 

	Power supply source (i.e. extension cords)
	Tables 

	Chairs
	Refreshments (if applicable)

	Sign in rosters 
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	



	Skill Demonstration/Examination Facility Requirements

	Projector 
	Screen

	Computer
	Lead Evaluator Handbook

	OSHA 300, 301, 301A forms (electronic)
	Practical Exam Power point (http://www.in.gov/dhs/3108.htm)

	NFIRS Guidance Manual (electronic)
	NFIRS Form 5 “Firefighter Casualty Report”

	Sign in rosters 
	

	
	


	Compliance Documents

	If applicable, the facility you are using may require the following items.

	Description
	Necessary?
	Description
	Necessary?

	Ambulance Requirement?
	
	Liability Waiver?
	

	Usage Permission?
	
	Damage Waiver?
	

	Owner Staffing Expectation?
	
	Medic 
	

	Safety Officer
	
	Driver
	





	Special Instruction Page

	Print, give out, collect and grade the chapter quizzes.  Once the quizzes are graded and recorded, give it back to the student for review.  Have a discussion about the correct answer for each chapter quiz.  Log the scores of the students. 

	

	Assignments that are due before the beginning of class are SUGGESTED to be sent to the students at least 1 week prior to the class date.

	

	Ensure that students print out, complete and return the National Fire Academy applications to the instructor.  The instructor shall submit the applications to Brandon Wood at 302 W. Washington St., E-239, Indianapolis, IN 46204.  http://www.usfa.fema.gov/nfa/about/attend/apply.shtm 

	

	Students are required to obtain a FEMA Student ID Number.  Without a FEMA SID number, applications will be rejected and the students will not receive a certification of completion for the HSO and ISO program through the NFA.  http://www.usfa.fema.gov/nfa/about/attend/apply.shtm 

	

	For state certification, the Lead Evaluator must be certified as a state certified Safety Officer and Instructor II/III to sign off on the final skills evaluations. 

	

	The syllabus documents at the end of this document are separate.  HSO and ISO have their own respective curriculum.  However, you may combine the two if you would like to accomplish the standards and objectives of the Safety Officer course. 
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Steps in the Planning to Teach Process
	Session Preparation

	Read the lesson objectives
	Locate required equipment

	Review the lesson plan
	Determine what skills must be taught

	Check what equipment is needed

	Use the checklist in this document to create a list of materials, equipment, tools, apparatus, props and facilities


· 
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· 
	Training Aid Selection

	Review Learning Objectives and Lesson Content
	Budget Limitation

	Establish Required Student Performance
	Practice Factors

	Set Class Size and Interaction
	Evaluative Factors

	Pace of Learning
	





	Lesson Plans

	Determine schedule of class sessions
	Obtain all necessary lesson plans


	
	Resource Materials

	Develop a list 
	Near Miss

	NIST
	YouTube

	NIOSH
	Supplementary Texts

	Fire and Emergency Services Websites
	




	Training Aids

	Non projected
	Duplicated Materials

	Chalkboard/Marker Board/Easel Pads
	Be careful/aware of copyright issues

	Illustration/Diagram Displays
	Models

	Visual Presenter/Displays
	Smoke Simulators

	Television/Programs/Video Presentations
	Virtual Reality Simulations

	Simulators
	Computer Simulations

	Display Board
	Anatomical/Physiological Manikins






	Training Props

	Local
	Mazes

	State
	Entanglement

	Regional
	Wall Breach

	Live Fire
	Training Towers

	Survival and Rescue
	

	Propane Fire Props
	Flammable/Combustible Liquid




	Inspection of Training Props

	This assignment should be completed before each skill session by the designated Safety Officer with a written report to the Lead Instructor.



	Cleaning, Care, and Maintenance of Training Aids

	Assign student to be responsible each class for shutting down the classroom and putting equipment and materials used away after cleaning.



	Classroom Environments

	Temperature and Ventilation
	Seating Arrangements

	Outdoor Classroom
	Lighting 

	Noise Level
	Power Outlet Access



	Training Ground Environment

	Remote Sites
	Weather

	Parking
	Lighting

	Acquired Structures / comply with NFPA 1403
	






	Permanent Training Facilities

	Drill Towers
	Flammable/Combustible Liquid Pits

	Burn Buildings and Smokehouses
	Vehicle Driving Courses




	Utilizing the Four Step Method of Instruction


	Preparation
	Application

	Presentation
	Evaluation




	Motivating and Encouraging Students


	Provide quality instruction that helps students who try to learn
	Provide evidence that student efforts make a difference

	Provide Continuous Feedback About Student Progress
	Repetition

	Reinforcing Learning Utilizing
	Behavioral Reinforcement

	Asking Effective Questions
	Establish Clear Expectations






	Student Behavior Management

	Reviewing Policies
	Coaching

	Counseling
	Controlling Disruptive Behaviors

	Providing Peer Assistance
	Mentoring




	Skills Based Training Planning

	Verifying Instructor Skill Level
	Inspecting and Repairing Facilities and Props


	Evolution Control 

	An explanation of the skill
	How it relates to other skills

	Why it is important
	Increased Hazard Exposure in Training

	How many people are required to perform it
	When it should be performed

	Simple Training Evolutions
	



SAMPLE CLASS RULES & REGULATIONS
(Original rules and regulations document provided by Vigo County Fire Academy)
Course Information
Course Description:  This course is designed to challenge and prepare students for the Safety Officer Practical Exam and Test. The Indiana Board of Firefighter Personnel Standards and Education offers other opportunities for students to further their education in all subjects of the fire service. 
Prerequisites
	Prospective students must:
1. Be certified as a Firefigher I or First Class Firefighter for a year.
2. Hold a valid driver’s license  
Academic Information
Assessment
This course will be graded based on total points earned by the student.        
Must average a 70% in the class. 
Module exam dates and subject are included on the syllabus.
Examinations consist of multiple choice, matching, and short answer.
Exams missed due to absence or tardiness may not be taken at a later date without evidence of extenuating circumstances and/or arrangements with the lead instructor made before the day of testing.
Additional opportunities for “bonus points” or “extra credit” may be available at the discretion of the instructor/lead instructor.
Grades- left to the discretion of the AHJ.
Student Expectations
Attendance
	Students are required to attend all class sessions outlined on the class syllabus for D/O Mobile Water Supply.  It is mandatory that you attend the entire practical skills lesson. Additional, remedial, and/or review class sessions may be scheduled and may or may not be mandatory at the discretion of the lead instructor with respect for students’ outside lives. 
Changes in the class schedule will be communicated to the students by the lead instructor at the earliest possible opportunity. Via-phone communication & email will be sent to student. 
Absences / Tardiness
Tardy- Will be assigned to any student not present, seated, and prepared for class or practical experience at the scheduled start time. Tardiness of more than 30 minutes will count as an unexcused absence. Two episodes of tardiness of less than 30 minutes will count as one unexcused absence.
Unexcused absence- Will be assigned to any student not present for 30 minutes or more of any class period of practical experience for any reason not excused by the Lead Instructor.
Excused absence- Will be granted at the discretion of the Lead Instructor. Students may be granted an excused absence if arrangements are made with Lead Instructor, prior to the class or practical if circumstances allow.
Any student who accumulates more than one unexcused absence will be counseled and placed on academic probation. Three unexcused absences will result in dismissal from the class.
Students will be required to bring all class materials every class session.  This is required for constant familiarization with equipment and drills for the first part of every class.  
Dress Code
	Students in this program will be expected to always present a clean appearance, including hair, clothing, fingernails, no facial hair is allowed below upper lip. Please be free of offensive odors, including strong perfume or cologne.  Fingernails should be appropriate length to perform skills. Hair should be a pulled up or off shoulders during skills. Hair color should be acceptable for business environments. Visible body piercings/hanging jewelry (necklaces and bracelets) must be removed for safety issues.
 Department wear is allowed along with VCFA uniform apparel. This is recommended for class uniformity.  Low cut shirts or improper apparel will not be tolerated. Clothing should not contain offensive language or art. Clothing should not be stained or soiled. Clothing should be appropriate for skills if scheduled. Keep in mind the ambient weather for appropriate wear. 
Foot wear is needed to provide ankle support, traction and foot protection. Dark colors are desirable, black is preferred.
Behavior Standards
	Students are expected to conduct themselves in a manner conducive to learning for themselves and others students during all class periods and contact with public while representing his/herself as a student of this class. The following actions are unacceptable and will subject the student to the disciplinary process, which may include (but is no limited to) counseling, additional assignments, suspension, and/or dismissal from the program.
[bookmark: _GoBack]	-Insubordination or any act of disrespect to any instructor, preceptor, staff member, student or other member of the public.
	-Disruptive behavior that interferes with learning environment.
	-Failure to compete assigned class work.
The following actions will result in immediate dismissal from the program without further discussion and/or counseling & the student fire chief consulted.
	-Being under the influence of or possessing alcohol or illicit drugs during any class period, or reasonable suspicion of such.
	-Any act of violence or threat of such act to any person.
	-Any act of harassment of any person in any way.	
- Any act of academic dishonestly (cheating).
-Falsification or dishonesty regarding reason for an absence or tardiness.
-Failure to follow safety instructions.
Discipline
If it becomes necessary to correct certain behaviors during the program, the student may be subject to the disciplinary program. Please keep in mind that some behaviors of a more serious nature will result in immediate dismissal from the program. The student’s chief will be notified of all discipline. In all other cases where corrective action is necessary, the steps taken will be:
1. The student will be verbally warned. The student will also be given a clear expectation of the behavior expected.
2. If the behavior continues, the student will placed on probation for the remainder of the class. The student will be given a written notice of the reason for being placed on probation, and the student and Lead Instructor will create a plan of correction. The student again will be given a clear expectation of the behavior expected.
3. If the offending behavior continues, the student will be dismissed from the class.
These steps may or may not be followed in this order based on the severity of the offending behavior. For instance, the Lead Instructor may place the student on probation without first having a given a verbal warning.
Grievance Procedure
Any concern or complaint should first be address to the Lead Instructor.
If at any time, the student feels he/ she needs to speak to someone above the instructor or appeal any part of the discipline process, he/she may ask the Lead Instructor to schedule a conference with student, with or without the instructor present.
ONE LAST EXPECTATION…….
HAVE FUN!
We want all students to enjoy the class!
These classes can be stressful, frustrating and time-consuming. But, they should be fun as well.
If you are struggling in any way, please talk to the lead instructor! We may be able to help you learn what you are struggling with.






Students Rights
The primary function of a course of instruction for certification purpose is to deliver the information in an educative process where students can prepare, learn, practice and test themselves constructively to meet the challenges of the State practical skills and written examination. Students should be provided full opportunity to inquire, to question, and to exchange ideas during course delivery.
I. CONSTITUTIONAL RIGHTS
All students shall enjoy rights guaranteed by the Constitution of the United States.
Students shall be governed by all laws and ordinances of the State of Hawaii and the County of residence.
Moreover, students shall respect all rules, policies, and regulations of the Department of Education and of respective schools.
II. ACADEMIC RESPONSIBILITIES
Students shall have the responsibility to learn, and to respect the rights of others to learn.
Students shall also respect the rights of others to teach.
III. FREEDOM OF EXPRESSION AND COMMUNICATION
Students shall have the right to hear and express publicly, various points of view on subjects without fear of reprisal or penalty.
However, students recognize the rights of others and the limitations imposed by the laws of libel, slander, obscenity and incitement to riot.
IV. STUDENT DISCIPLINE
Students have the right to due process.
V. RIGHT TO PRIVACY
Students have the right to privacy.
VI. INSTRUCTION AND ADMINISTRATION
Students have the right to be concerned about instructors selected to instruct them.
Students should be given an opportunity to express opinions concerning the instruction received from instructors, recognizing that the evaluation of Instructors is an integral part of the certification process.
   VII.	MISCELLANEOUS
Students shall have access to all statutes, rules, policies and regulations to which they are subjected.







	Safety Officer  Training Program 
National Fire Academy Incident Safety Officer 



	Date
	Start
	Stop
	Classroom
	Ch
	Objective
	Instructor(s)
	Evaluator(s)
	Props/Supplies

	
	
	
	Introductions
	1
	Course Introduction

Describe key elements of the ICS that affect the duties of a Safety Officer

Describe basic duties of the ISO
	
	
	· Sign in sheets
· Course layout - http://www.in.gov/dhs/3108.htm 
· NFA Application (Included)  
· FEMA SID Application information 
· ISO Student Guide 

	
	
	
	Identifying Safety and Health Related Issues
	1
	Identify safety & health issues within your agency 

Collect exercise drill #1 
	
	
	· Exercise #1 power point and directions
· http://www.in.gov/dhs/3108.htm
· ISO Student Guide 

	
	
	
	Fatality & Injury Data
	2

	Describe the impact of a responder fatality or injury

Identify the most common causes of firefighter fatalities and injuries

Identify common denominators at firefighter fatality incidents  
	
	
	· Sample injury reports from AHJ 
· ISO Student Guide

	
	
	
	Principles of Risk Management
	3

	Discuss the Risk Management Model

Describe the five components of the risk management process: risk ID, risk evaluation, prioritization of risks, risk control, and monitoring of control measures

Describe pre –emergency risk management including written Risk Management Plans 

Apply risk management process to a variety of incidents
	
	
	· Sample Risk Management Plan
· Presentations- http://www.in.gov/dhs/3108.htm
· ISO Student Guide

	
	
	
	Safety Responsibility
	4
	Describe how the roles of the IC, HSO and ISO interrelate

Become familiar with NFPA 1500 and NFPA 1521

Write a Hazard Risk Analysis using ICS Form 215A- IAP Safety Analysis 
	
	
	· Electronic copy of NFPA 1500
· Electronic copy of NFPA 1521
· ICS Form 215A-IAP Safety Analysis- (Included)  
· ISO Student Guide 

	
	
	
	Safety at Selected Incident Types
	5
	Describe the risks and safety approaches at:
Wildland fires
Traffic incidents

Describe the safety concerns relating to the incidents involving violence

Describe the importance of scene rehabilitation 
	
	
	· Policies and procedures for AHJ regarding incident types and response
· Exercise #4 - http://www.in.gov/dhs/3108.htm
· ISO Student Guide 

	
	
	
	Operational Risk Management
	6
	Identify the role of the ISO in risk management

Given photographs of an emergency incident, identify immediate risks to responders and forecast potential risks to responders

Discuss the difference between pre-emergency and operational risk management
	
	
	· Photos and slides - http://www.in.gov/dhs/3108.htm
· ISO Student Guide 

	
	
	
	Course Review
	7
	Review the ISO program  
	
	
	

	Safety Officer  Training Program 
National Fire Academy Health Safety Officer 



	Date
	Start
	Stop
	Classroom
	Ch
	Objective
	Instructor(s)
	Evaluator(s)
	Props/Supplies

	
	
	
	Introductions
	1
	Course Introduction

Describe the history of the fire department’s Safety Officer position

Identify the role of the HSO position
	
	
	· Sign in sheets
· Course layout - http://www.in.gov/dhs/3108.htm 
· NFA Application (included)
· FEMA SID Application information 
· HSO Student Guide

	
	
	
	Principles of Risk Management
	2
	Describe the classic Risk Management Model

ID the basics of risk management at an emergency and pre-related emergency

Describe the application of risk management principles in training evolutions 
	
	
	· Exercise #2 power point and directions
· http://www.in.gov/dhs/3108.htm
· HSO Student Guide

	
	
	
	The Duties and Responsibility of the HSO
	3

	Describe how fatalities and injuries impact the organization and how it points to key risk factors

Describe how the HSO uses short term changes compared to long term changes to manage risks

Define the role of the HSO
	
	
	· HSO Student Guide

	
	
	
	Health and Maintenance
	4

	Describe a health maintenance program

Describe the importance of medical requirements for response personnel

ID the comprehensive wellness and physical fitness models for career and volunteer organizations

Describe the components of a compliant infection control program & develop justification for a fire or EMS department wellness/fitness program
	
	
	· AHJ wellness fitness policy/guideline
· HSO Student Guide

	
	
	
	Safety Areas of Concern
	5
	Describe the risks and safety approaches at:
Wildland fires
Traffic incidents

Describe the safety concerns relating to the incidents involving violence

ID the risks associated with department facilities 

Describe the components of a program for the selection, care and maintenance of protective clothing and equipment

Learn the basics of SOP development
	
	
	· Exercise #5 NFIRS Form 5- Firefighter Casualty Report - http://www.in.gov/dhs/3108.htm
· AHJ SOP and SOG example 
· HSO Student Guide 

	
	
	
	OSHA Record Keeping Rules
	
	Describe the OSHA record keeping rules

Review OSHA Forms 
	
	
	· OSHA Record Keeping Rules power point 
· OSHA Forms 
· OSHA Forms Exercise #5 
· All content can be found at http://www.in.gov/dhs/3108.htm
· HSO Student Guide 


	
	
	
	Systems-Based Change: Facts and Measurement
	6
	Describe the systems-based approach for occupational safety and health

Describe the basics of investigations for incidents involving fatalities, injuries, department vehicle crashes and health exposures
	
	
	· HSO Student Guide 

	
	
	
	“Meadowood Video Review”
	
	Review the Meadowood video

Complete the Incident Action Plan Form for Structure Fires
	
	
	· Meadowood video
· IAP- Structure Fires
· All content can be found at http://www.in.gov/dhs/3108.htm


	
	
	
	Course Review
	7
	Review major topics covered in the HSO program
	
	
	

	
	
	
	State Safety Officer Skill Evaluation
	
	Review FINAL power point presentation

Complete the needed forms for skill evaluation
	
	
	· Final practical skill power point
· Incident Safety Plan
· All content can be found at http://www.in.gov/dhs/3108.htm


	
	
	
	State Safety Officer Written Exam
	
	
	
	
	· #2 pencil
· PSID Number 
· Test answer sheet
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