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Self-Assessment v3.0
This document is designed to assist agencies in the completion of the Self-Assessment. 
January 28, 2026 


Self-Assessment
The purpose of this Self-Assessment is to provide the agency seeking Accreditation or Reaccreditation with a resource to ensure their policies, procedures, and practices are documented and aligned with the accreditation criteria set by the Board of Directors and the Policy Opinions from the Committee on Accreditation. 
The Self-Assessment contains each criterion with questions that request detailed answers on how your agency addresses each. Also, there is additional information to assist you in completing the responses. Many of these resources can be found on our website (theproboard.org) under “Documents and Videos.”  https://theproboard.org/documents/
This document contains fillable response boxes under each question for you to enter your response and documentation required to meet the criteria. The fields will expand to accommodate the length of your response. 
The following directions will provide a general guideline when completing your responses. 
· Clearly indicate how your agency meets the criteria through the questions asked. 

· Make sure all the information requested is included in the response. 
· Carefully read the criterion and its list of questions. Only answer the specific request for the response. Do not include peripheral or extraneous policy information in the response boxes. Only include the information needed to address the criterion. Do not copy and paste an entire policy into multiple responses boxes. Be detailed and specific. Applications where incorrect information is cut-and-pasted may be returned for the agency to correct and may delay the reaccreditation process.

· If a specific question or criterion does not apply to your agency, N/A should be placed in the response box.
Provide information in the following format:
Provide a narrative of how your agency complies with the criterion or the detailed issues found in the questions. State how you conduct the practice listed. Also, paste the parts of your policies/procedures that apply. If it can be more clearly defined with both a description and the policies from your agency’s policies manual, please insert. More than one policy, or only a part of a policy, may be necessary.
For some criteria, a “Supplemental Information” section is provided to assist in completing this document. This information is explanatory and drawn from other Pro Board documents to assist with question completion.
At the end of each section, the documents that are required to be available to the site team during the site visit are listed. In addition to the documents, your Policies and Practices manual needs to be available for the site visit. 

The criteria found in the Self-Assessment have been subdivided into three sections:
Section 1: Program Administration (PA) Criteria
Section 2: Test Development (TD) Criteria
Section 3: Test Administration (TA) Criteria
Consider this as a living document and ensure you are maintaining documentation of your practices and any changes in between reaccreditations to minimize the workload of completing an application for reaccreditation when it must be submitted.
Accreditation is valid for five (5) years. If an agency has a significant reason they cannot reaccredit within their allotted time, they may request up to a one (1) year extension of time. Once accredited, the agency will be required to reaccredit four (4) years later to keep within the five (5) year cycle. Agencies are not allowed to obtain back-to-back time extensions for reaccreditation.
Critical Submission Information
Reaccreditation applications are to be submitted six (6) months prior to your accreditation expiration date. This will allow the application to be sent through Technical Review and, once released, to a Committee on Accreditation review team for forty-five (45) days. During this time, the Site Team Leader will be in contact with the agency to arrange the logistics of the Site Visit and other events that may occur virtually before the in-person meeting.
For assistance, please contact Bob Rand, Accreditation Manager, at rrand@proboard.org.



SECTION 1: Program Administration Criteria
CRITERION PA 1: The agency shall ensure that the certification process is nondiscriminatory and available equitably to all people served by the agency. [NFPA 1000, 2022: 5.2.1, 5.2.2]

Important: When answering these questions, provide the applicable text of the agency’s adopted policy or practice. Do not cite the policy or practice by number/section only. Edit your answer only to include relevant information.

Harassment- to create an unpleasant or hostile situation especially by uninvited and unwelcome verbal or physical conduct.

1. How do you ensure candidates and staff are free from harassment? 

	[bookmark: _Hlk174715128]




Discrimination- prejudiced or prejudicial outlook, action, or treatment; the act, practice, or an instance of discriminating categorically rather than individually.

2. How do you ensure candidates and staff are free from discrimination?

	





3. How do you comply with your jurisdiction’s laws regarding access to certification opportunities for people with disabilities?

	





4. Do you allow examinations to be read to candidates with disabilities?

	


Yes or No


· If yes, how are the readers selected?
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· If yes, how are the readers trained?

	






5. What other accommodations do you make available for candidates with disabilities? 

	





6. Are you in compliance with all other applicable statutes and other local, state, provincial, territorial, national, or federal regulations related to equitable treatment during testing within your jurisdiction? 

	


Yes or No

7. Do you allow restroom breaks during examinations?

	


Yes or No

· If yes, for which exams?

	





· If yes, how do you maintain the integrity of the testing environment before, during, and after allowing a candidate a restroom break?

	







CRITERION PA 2: Within one year of accreditation or extension to a new standard or level of a standard, procedures shall be in place to address the issue of how people currently holding a non-Pro Board accredited certification for that level will be deemed eligible to enter the Pro Board accredited certification system. [NFPA 1000, 2022: 5.2.5 (A), 5.2.6 (A)]

Supplemental Information
The phrase “existing personnel” refers to any candidate who, through experience, training, and career progression, has already moved past the level of required knowledge and skill identified in a specific level of a standard, but does not hold a Pro Board accredited certification at that level.
The Pro Board requires a policy to address these existing personnel when an agency seeks accreditation or extends accreditation to new levels. Existing personnel are not eligible for Pro Board accredited certification based on experience, training, or time in service unless the agency is approved for the portfolio assessment methodology for that level of certification. However, the agency may allow existing personnel to begin their Pro Board accredited certification process at a level based on assessments of experience, training, or time in service.
Existing personnel can be described as three distinct types of candidates. 
1. [bookmark: _Hlk118550720]The candidate has completed training or the eligibility requirements prior to your agency becoming accredited. The candidate may have completed your non-Pro Board accredited certification and testing process in the same manner as how it was described in your Self-Assessment, observed at your site visit, and approved by the Committee on Accreditation (COA). Once the new accreditation is approved, the agency has one year to create the policy and then implement the policy/practice to grant certifications to those eligible. However, testing must have been the same for both existing personnel and new incoming candidates for that level. 

2. Existing person candidate- the accredited agency extends to a new level, and the candidate may have been part of a pilot course or successfully completed the requirements for eligibility that were completed prior to the application for an Extension of Accreditation being approved by the COA. The agency has two choices in this situation:

a) A candidate may be considered as existing personnel and fall under the agency’s policy 
b) The agency may request certification for retroactivity, subject to COA Opinion.
Testing must be the same for both existing personnel and new, incoming candidates. 
3. The candidate that has been serving in a position requiring them to demonstrate the competencies contained in the specific NFPA standard. Example: A long-time chief officer may start his or her certifications at the Fire Officer III level rather than Firefighter I based on a consistently applied assessment of prior training and experience. The process must be uniformly available, and the assessments performed equitably for all potential candidates.

Alternately, an agency may elect not to allow existing personnel to begin their Pro Board accredited certification at a level based on those assessments and require incumbents to be certified by an accredited agency to all the required lower levels before progressing.

Important: When answering these questions, provide the applicable text of the agency’s adopted policy or practice. Do not cite the policy or practice by number/section only. Edit your answer only to include relevant information.

1. How do you allow a person with existing certification or other credentials to enter your certification system (e.g., a fire investigator is certified to NFPA 1033, but from a previous edition.)?

	





2. Do you offer retroactive certifications (e.g., a new level that was offered before the agency was accredited to that level.)?
  
	





3. If you offer retroactive certifications, how do you ensure that your accredited practices are followed during testing of the new level? 

	





4. If you offer retroactive certifications, how far into the past is retroactivity allowed?

	







CRITERION PA 3: Procedures shall be in place to address the issue of prerequisites if required by a standard or level of a standard so that all candidates are evaluated in the same manner. [NFPA 1000, 2022: 5.1.3]

Supplemental Information
Prerequisite: a qualification level that must be fulfilled as a prior condition for another level to begin or exist. These are identified in a level of a standard usually found in the “General” section before specific JPR’s, requisite knowledge, and requisite skills are identified. Example from Fire Officer I – “For qualification at this level, the candidate must meet the requirements of Fire and Emergency Service Instructor I and Firefighter II…” 

[bookmark: _Hlk131668124]Evaluation of Prerequisites: Below are the suggested items that may be utilized to fulfill Prerequisites. 

a.      Certifications (accredited or non-accredited)
b.      Proof of completion of training (course completion or training records)
c.      Licenses (FAA, EMS, others)
d.      Experience (life learning)
e.      Other (subject to COA review and approval)

· To consider experience (life learning), the agency must define how recent the experiences must be.
· Time in service or at rank alone are not acceptable criteria to satisfy prerequisites. Actual experiences must be documented.

The assessment of these items must satisfy the Prerequisite identified in the standard/level for which the candidate is seeking certification and applied fairly and consistently. The assessment of training, education, experience (life learning), or non-accredited certification may not be used to retroactively grant accredited certification to the lower, prerequisite level. To achieve Pro Board accredited certification to the prerequisite level, the candidate must successfully pass the certification evaluations by a Pro Board accredited agency.


Important: When answering these questions, provide the applicable text of the agency’s adopted policy or practice. Do not cite the policy or practice by number/section only. Edit your answer only to include relevant information.

1. How do you ensure prerequisites for certification are met before a certificate is issued?

	








CRITERION PA 4: Procedures shall be in place to ensure the agency is responsive to the views and opinions of organizations representing groups affected by the certification program, such as volunteer firefighter associations, labor organizations, fire chiefs’ associations, etc. [NFPA 1000, 2022: 5.1.10 (A)]

Important: When answering these questions, provide the applicable text of the agency’s adopted policy or practice. Do not cite the policy or practice by number/section only. Edit your answer only to include relevant information.

1. How often does each group meet?

	Group
	Representative
	Meeting Frequency

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	



2. Through what mechanisms do these groups collect feedback from your examination candidates?

	[bookmark: _Hlk174716492]






3. How do these groups provide feedback to you?

	[bookmark: _Hlk174715927]





4. Are any examination candidates NOT represented by the above groups?

	





5. Are there mechanisms outside of these advisory groups through which you collect feedback on your examination practices?

	






6. How do you manage potential and real conflicts of interest when an advisory group member, representing your agency, has a relationship with the organization or the candidate for which the agency is delivering testing? E.g., a member of the fire chief’s association on your advisory board is also an employee of your agency.

	





7. How do you ensure that all geographic locations in which you deliver testing have a voice in your advisory process?

	







CRITERION PA 5: Procedures shall be in place to evaluate and respond fairly to appeals of the certification system including individual test items and/or assessment outcomes. [NFPA 1000, 2022: 5.2.8 & 5.2.9]

Supplemental Information

A process of appeals is important for feedback into a fair and equitable certification system. Items to consider when developing an appeals policy include:

1. Method of notification/time period
2. Personnel or agencies notified
3. Response period
4. Review process, such as hearing, communications, etc.
5. Final ruling
6. Final notification of ruling


Important: When answering these questions, provide the applicable text of the agency’s adopted policy or practice. Do not cite the policy or practice by number/section only. Edit your answer only to include relevant information.

1. How does a candidate appeal a cognitive (written) examination test item?

	





· How do you respond to these appeals? (For example- timeframes.)

	





2. How does a candidate appeal a step or portion of a cognitive (product) examination they submit?

	





· How do you respond to these appeals? (For example- timeframes.)

	








3. How does a candidate appeal a performance (psychomotor/process) examination?

	






· How do you respond to these appeals? (For example- timeframes.)

	






4. How does a candidate appeal a portfolio assessment?

	






· How do you respond to these appeals? (For example- timeframes.)

	





5. If you are accredited to use other testing methods, how does a candidate appeal an item on those assessments?

	





· How do you respond to these appeals? (For example- timeframes.)

	





6. How does a candidate appeal the outcome (result or score) of any assessment?

	








· How do you respond to these appeals? (For example- timeframes.)

	





7. How does a candidate appeal a practice in your certification system?

	






· How do you respond to these appeals? (For example- timeframes.)

	





8. What circumstances may lead to a candidate being denied certification?

	





9. What circumstances may lead to a candidate’s certification being suspended?

	





10. What circumstances may lead to a candidate’s certification being revoked?

	





11. How would an allegation of cheating impact a candidate’s score?

	








CRITERION PA 6: Procedures shall be in place to ensure that a fair retest policy is consistently applied to all candidates who fail an examination. [NFPA 1000, 2022: 5.2.4 (A-C)]

Important: When answering these questions, provide the applicable text of the agency’s adopted policy or practice. Do not cite the policy or practice by number/section only. Edit your answer only to include relevant information.

1. What practices do you follow for retesting cognitive (written) examinations?

	





· How many retests are allowed for cognitive (written) examinations?

	





2. How do you ensure the quantity of cognitive (written) examination items in your bank is sufficient to ensure a candidate does not see a question on more than one attempt?

	





3. What practices do you follow for retesting cognitive (product) examinations?

	





· How many retests are allowed for cognitive (product) examinations?

	





4. What practices do you follow for retesting performance (psychomotor/process) examinations?

	








· How many retests are allowed for performance (psychomotor/process) examinations?

	





5. What practices do you follow for portfolio assessments?

	





· How many retests are allowed for portfolio assessments?

	





6. What are your retesting practices for any methods not covered above? 

	








CRITERION PA 7: If the agency delegates its certification authority, procedures shall be in place to ensure compliance with all applicable Pro Board criteria. [NFPA 1000, 2022: 5.1.9 (A-E]

Supplemental Information
Delegation of Authority: Delegation is the process by which an accredited agency authorizes another agency to conduct certification on its behalf. The accredited agency is responsible for ensuring that the delegated agency conforms to all Pro Board criteria, policies, and procedures.
Note: This is an optional criterion and only needs to be addressed if the agency seeking accreditation has completed the process for delegation of authority. Place an NA in the response fields if the criterion is not applicable.
Important: When answering these questions, provide the applicable text of the agency’s adopted policy or practice. Do not cite the policy or practice by number/section only. Edit your answer only to include relevant information.


1. Do you delegate any criteria? 

	


Yes or No

If Yes, please continue. 

2. To whom do you delegate all the criteria in this self-assessment document?

	





3. To whom do you delegate portions of the criteria in this self-assessment document?

	





· Which criteria do you delegate?

	





4. If applicable, how do you ensure your delegates follow all your accreditation criteria?

	





5. How do you notify the delegated agency that their authority cannot be transferred or further delegated?

	





6. It is understood the accredited agency cannot delegate its certifying authority to another agency that has broader authority. Please answer with “Acknowledge”

	





PA7 – Required to be submitted with this application.
The most recent delegate site visit report(s). This shall be submitted under “Supplemental Documentation” of the online system.
PA7 – Required to be available during the Site Visit.
The Site Team will review…
The most recent delegate site visit report(s).
The most recently submitted Self-Assessment Document by each delegated agency to the primary		 (parent) accredited agency.
Any communications with delegated agencies as determined by the site team leader.



CRITERION PA 8: If the agency requires individuals to maintain competency during a specific certification time period, that practice must be applied equitably across all people certified by the agency. [NFPA 1000, 2022: 5.2.7 (A – B]

Important: When answering these questions, provide the applicable text of the agency’s adopted policy or practice. Do not cite the policy or practice by number/section only. Edit your answer only to include relevant information.

Supplemental information

Recertification- The process by which an individual maintains proficiency or certifies again, prior to the expiration of his/her certification.

Renewal- The process by which an individual certifies again, after the expiration of his/her certification.


1. Do you require certification in your agency for any NFPA levels?

	


Yes or No

· If yes, to which NFPA standards and levels?

	






2. Do you require Pro Board accredited certification for any NFPA levels?

	


Yes or No

· If yes, to which NFPA standards and levels?

	




3. Do you require recertification or renewal? 

	


Yes or No

· If yes, to which NFPA standards and levels?

	






4. If your agency requires recertification or renewal, for how long is a certification valid?

	





5. If you require recertification or renewal, how do you manage an individual with a lapsed or expired certification? 

	





6. If you require recertification or renewal, what are the requirements for a person to recertify or renew? Please include all requirements for all levels to which you offer accredited certification. (ex.- continuing education, professional development, training, etc.)

	





7. List any accredited certifications your agency is accredited to deliver through other accrediting bodies but are not issuing a corresponding Pro Board Accredited Certification. (Center for Public Safety Excellence, International Fire Service Accreditation Congress, etc.) 

	






CRITERION PA 9: If the agency recognizes previously achieved certifications (reciprocity), that practice must be applied equitably across all people whose credentials are reviewed by the agency. [NFPA 1000, 2022: 5.2.6 (A-B)]

Important: When answering these questions, provide the applicable text of the agency’s adopted policy or practice. Do not cite the policy or practice by number/section only. Edit your answer only to include relevant information.

1. Do you recognize certifications from other agencies?

	


Yes or No

2. Do you recognize certifications from other agencies with time restrictions? (e.g., Only for certifications that are within two editions of the standard.)

	





3. How do you ensure that the individual’s knowledge, skills, and abilities are current if the certification was issued to a previous edition of the NFPA standard?

	





4. Do you recognize Pro Board accredited certifications from other agencies?

	





5. How does the candidate provide their credentials to you?

	





6. How do you process the information?

	







7. How do you notify the candidate of your agency’s decision?

	






SECTION 2: Test Development Criteria
CRITERION TD 1: Procedures shall be in place to ensure that the National Fire Protection Association’s (NFPA) Professional Qualification Standards, or other standards approved by the Pro Board, are the basis upon which accredited certification testing is conducted. [NFPA 1000, 2022: 5.1.4 (A)]

Important: When answering these questions, provide the applicable text of the agency’s adopted policy or practice. Do not cite the policy or practice by number/section only. Edit your answer only to include relevant information.

1. How do you ensure all test items are correlated to NFPA standards?

	





2. Are there any standards, in addition to NFPA standards, to which your test items are correlated?

	





3. Do you have test items that are not correlated to the NFPA standards?

	


Yes or No

· If yes, to what standards are they correlated? (Example-local laws and regulations)

	





4. How do you ensure non-NFPA correlated standards test items are scored separately?

	







CRITERION TD 2: The agency shall have the ability to completely test the level(s) of each applicable standard with justifiable test methods. [NFPA 1000, 2022: 5.2.4 (A-C)]

Supplemental Information
Justifiable Methodology: the way an agency evaluates a Job Performance Requirement (JPR) Critical Component, Requisite Knowledge (RK), and Requisite Skill (RS) identified in the standard/level. JPRs may require multiple methods (or combinations of methods) to obtain coverage.
A suggested sequence for test method determination includes evaluation of the…

1. Critical Components that include the verb that describes the task in context with the rest of the JPR.
2. Specified outcomes identified after the “so that” in the Critical Component.
3. Requisite Knowledge- Fundamental knowledge one must have prior to being able to perform the task.
4. Requisite Skills- The necessary skills one must have prior to being able to perform the task. 
Requisite Knowledge and Requisite Skills are foundational for JPR performance.
Typical methods include knowledge-based assessments (cognitive and product methodology), performance-based assessments (psychomotor/process methodology), or portfolio assessments. The COA provides guidance in the determination of test methods in the COA Opinions Appendices that include the COA and NFPA action verb tables, and the COA’s “Selecting Assessment Methodologies Guidance Tool.” On our website, the COA has also provided examples that have been previously approved. Please see the document entitled “Examples of Assessment Methodology Matrices (AMMs) from approved applications” If you intend to use something other than the recommended method, the agency must be prepared to provide justification.

Cognitive (written) Assessment Methodology:
Cognitive (written) assessment methodology is used to evaluate a candidate’s subject matter knowledge using a written test in which the candidate is required to provide specific answers to specific questions related to the JPRs of the standard/level to which the candidate is seeking certification. These responses are then securely scored in relation to the answer that has been predetermined to be correct through the local validation process. Examples of cognitive (written) assessments include multiple choice, fill-in-the blank, sequencing, and short answer essay.
Complete Coverage: For cognitive (written) assessments, complete coverage of the standard/level requires a bank of test items (questions) correlated to each JPR and each requisite knowledge (RK) if assessed during certification testing and identified in the standard/level. There must also be enough questions to allow for the number of agency retest opportunities for limited question redundancy.

Cognitive (product) Assessment Methodology:
Cognitive (product) assessment methodology is used to evaluate a candidate’s ability to perform a cognitive skill which cannot be directly observed but is evaluated based on a created deliverable known as a product. Examples where a cognitive (product) assessment methodology would be suitable include creating a budget, report, proposal, memorandum, letter, lesson plan, incident action plan, or outline. An agency gives the candidate an assignment that requires the application of knowledge to yield a product. A trained evaluator scores this product after the candidate submits it in the assigned format and within the time allowed. The product is graded using identified scoring criteria such as a rubric or score sheet. 
These products may be completed outside of the classroom or out of direct observation of an evaluator and submitted to the evaluator. Products are not assessed in real time and may have more than one acceptable outcome. After a product is submitted, a rubric or other scoring criteria, approved by the COA, is used to allow the evaluators to differentiate fairly and consistently between different degrees of candidate performance. 
Performance (psychomotor/process) Based Assessments- is used to evaluate a candidate’s ability to perform physical tasks, manipulative skills, assessments of a situation, or mental calculations in real-time. They are also likely to be combined within one scoring tool, rubric, or score sheet.
Examples include…
· Conducting size-up of an emergency
· Conducting an inspection
· Delivering a discipline or counseling session  
· Interacting with the subject of an investigation, a member of the public, or while conducting an inspection 
· Delivering a presentation
· Administering an examination
· Donning SCBA
· Rasing a ladder
· Conducting a technical rescue operation

Complete Coverage: For performance assessments, complete coverage of the standard/level requires a group of test items correlated to either each JPR or each Requisite Skill (if testing the RS on the certification exam). Grouping multiple JPRs together on one score sheet is permissible. 

The COA does not require 100% of the performance (psychomotor/process) skills to be tested at any one testing event but requires the agency to have the ability to assess 100% of the level’s skills. The agency must have a policy that ensures all candidates’ performance (psychomotor/process) tests are conducted in a consistent manner.
Portfolio Assessment Methodology 
Portfolio assessment methodology is used to verify a candidate’s competence in the critical components of one or more JPRs of the appropriate standard/level by evaluating documentation of the candidate’s experience, training, and education. Requisite Knowledge (RK) and Requisite Skills (RK) must be verified by portfolio methodology, tested, or verified through document review. Typically, portfolio assessment may be accomplished without testing the JPRs. While prior learning and experience may form part of the portfolio assessment, the agency must ensure the candidate possesses competency at the time the portfolio is assessed. 
Portfolio assessment methodology may be accomplished in combination with other testing or assessment methodologies provided that all JPRs of a given standard/level are met prior to certification. 
The portfolio is evaluated using criteria which have been identified by the agency and approved by the COA through an application for a change in accredited practice. These criteria facilitate inter-rater reliability by allowing the evaluator to consistently give credit for experience, training, and education from outside sources. Agencies wishing to employ this method may create a list of acceptable documents or items for each JPR or assess each submission on an individual basis. Any list of acceptable documents must be updated with each new edition of the applicable NFPA standard.
The documentation provided by the candidate, which may include signed affidavits, must affirm the candidate has current competency in the critical components of each JPR according to the verbs in each JPR. 
It is not appropriate to evaluate those standard/levels which are primarily psychomotor based using portfolio assessment methodology. Agencies shall use the current edition of the NFPA standard when evaluating portfolios.
Other Assessment Methodology:
The “Other” column in the Assessment Methodology Matrix is used to identify a valid and reliable tool for all or part of a method that is not described above. The COA must approve these tools and the method. Otherwise, this column should be left blank.
Document Review: A process by which records are evaluated by an accredited agency to ensure a candidate meets requisite knowledge and/or requisite skills.
Below are suggested items that may be utilized to fulfill Requisite Knowledge and Requisite Skills (RK/RS) under a Document Review protocol. 

a.      Certifications (accredited or non-accredited)
b.      Proof of completion of training (course completion or training records)
c.      Licenses (FAA, EMS, others)
d.      Experience (life learning)
e.      Other (subject to COA review and approval)

· Agencies must correlate the syllabus from the certification, training, or license against the RS/RK.

· To consider experience (life learning), the agency must define how recent the experiences must be.

· Time in service or at rank alone are not acceptable criteria to satisfy RS/RK. Actual experiences must be documented.

Note: Document Review may only be used to assess Requisite Knowledge and/or Requisite Skills. If an agency wishes to use a similar practice to address the Critical Components of a JPR, the agency must be accredited for Portfolio Assessment Methodology.

Important: When answering these questions, provide the applicable text of the agency’s adopted policy or practice. Do not cite the policy or practice by number/section only. Edit your answer only to include relevant information.

1. How do you select appropriate testing methods for each Job Performance Requirement (JPR) to which you certify?

	





2. Does your agency utilize Document Review?

	


Yes or No

· If Yes, how do you ensure Requisite Knowledge is evaluated?

	





· If Yes, how do you ensure Requisite Skills are evaluated?

	






3. How do you ensure that all test reference materials (e.g., reference manuals, score sheets, etc.) were available to your candidates prior to the test?

	




	
TD2 - Required to be Submitted with the Application:

An Assessment Methodology Matrix that includes all items available for testing that demonstrates complete coverage and identifies the assessment methodology for each standard/level for which the agency is seeking accreditation.

1. Assessment Methodology Matrices Worksheets (AMM) and Examples can be found in the “Documents and Videos” section of our website. 
2. The online Assessment Methodology Matrices must be completed based on the locally validated test items.
3. It is possible that more than one assessment methodology may be necessary to test a single JPR completely.
TD2 - Must be Available During Site Visit:
1. A copy of the identified practices. 

2. All evaluation tools listed on the AMMs and the ability to sort them by JPR.


CRITERION TD 3 Test item development procedures shall be in place to ensure they are valid and reliable. [NFPA 1000, 2022: 5.2.4 (E & F)]

Supplemental Information
Validity and Reliability:

Validity: Test validity refers to the degree to which the test measures what it is intended to measure.

Reliability: Test reliability refers to the degree to which a test instrument is consistent and stable in measuring what it is intended to measure. Most simply put, a test instrument is reliable if it is consistent within itself and across many administrations of the test.

The Relationship of Reliability and Validity: Test validity is a prerequisite to test reliability. If a test instrument is not valid, then reliability is insignificant because consistency across iterations of a test instrument that does not measure what it is intended to measure is meaningless. Similarly, a test instrument that is asserted to be valid but not reliable (consistent over iterations) is not fair to the candidates or very useful for certification purposes.

The COA's goal is for accredited agencies to develop valid test items, generate valid and reliable test instruments, administer those tests in a consistent way to help ensure reliability, review the test item and test instrument statistics, and make adjustments to the test items and test instruments to improve the validity and reliability of the candidate assessments. This criterion is meant to help you assess your performance in those areas for each test methodology that you use.
[bookmark: _Hlk29130832]Test Item Development:

Note: As used here, a “test item” is a single test question. A “test bank” is the collection of test items that have been validated and are ready to generate or create a “test instrument” which is defined as the set of items used to evaluate the candidate.

There are several ways to ensure validity of test items as they are developed and/or reviewed. An agency may use the expertise of affiliated educational institutions and employ multiple and/or quite sophisticated validity and reliability assessments. However, at a minimum, a process may be used which employs a team of subject matter experts (SMEs) to develop or review test items. 
The team of SMEs shall ensure: 
· items are well formed and appropriately correlated to the standard/level.
· correct answers are sound and appropriately correlated.
· reasonable distractors are used (if multiple choice).
· Performance (psychomotor/process) score sheets, product rubrics and portfolio evaluations similarly assessed. 
This process should be documented, secure, and repeatable, and in no way compromise the security of the test items developed or reviewed.
Generating or Creating Test Instruments:

Cognitive (written) (Knowledge based) Test instruments- The group of test items in the test bank for a given standard or level must have enough test items from which tests can be developed. The bank must also include test items that are designed to assess, and correlated to, each of the areas of the standard/level that are going to be tested cognitively.
The generation of a test instrument from the database can be done through a documented, random selection from all correlated test items. A preferred method is to select a specified number of test items for each JPR based on a team of subject matter experts’ assessment of the JPRs of a level. The random selection can also be prioritized to not only ensure complete coverage, but more rigorous coverage of critical knowledge areas. More questions can be selected from high priority knowledge areas and fewer from lower priority areas. Those priorities should be determined by a documented process using subject matter experts and defined criteria. In all cases, the process used to generate test instruments should be documented and repeatable.
Performance (psychomotor/process) Test Instruments- Candidates are required to correctly perform the tasks/skills identified by the critical component of the JPR, often including the requisite skill, and are evaluated on their performance in real time.
A correct performance outcome of the skill is normally indicated on the grade, performance, or score sheet as part of the yes/no, check or no check, point or no point, or pass/fail scoring checklist. 
The COA does not require the testing of 100% of the skills of a level but the agency must have a constant and valid policy on how many skills are tested. 
Similar skills test items may be pooled into “skills stations.” However, a standard number of skills or skill stations must be tested to ensure fairness, validity, and reliability between different certification candidates. For example, if an agency chooses to test 50% of all skills or 25% of all skills for NFPA Firefighter I, all candidates in the future shall be tested on 25%, 50% or the agency practice for skills test. The COA does not set the policy for numbers of skills or skill stations to be tested but the agency must be consistent, and the number must be adequate to ensure candidate competence.
[bookmark: _Hlk138441430]When testing a selection of skills, the selection must be randomly drawn from all possible skills. Random selection is an acceptable method of ensuring complete coverage of the standard/level regarding performance (psychomotor/process) testing. In all cases, the process used to determine the number and selection of skills assessment items should be documented and repeatable.
Local Validation- a process used by an agency to determine and verify that their test items used are valid, reliable, and fair. This process should include as a minimum:
· a JPR, RK, and RS reference for each test item.
· parameters of the test item to evaluate the performance measures of the JPR being referenced
· assurance each test item is appropriate to the level being tested (example: Does the question in the Firefighter I cognitive (written) test bank ask Firefighter II level knowledge?)
· assure inter-rater reliability- if the correct answer is not definitive, is there sufficient guidance for the evaluators to consistently determine what right looks like? 
· definition of the agency’s policy for securing exam bank materials throughout the validation process
· recording of the test item references such as standard, edition, and any technical materials
· documentation of what and why any changes have been made to each test item
· documentation of all subject matter experts utilized with their history, assignment to project, etc.
Important: When answering these questions, provide the applicable text of the agency’s adopted policy or practice. Do not cite the policy or practice by number/section only. Edit your answer only to include relevant information.

Local Validation

1. What are the qualifications of persons who participate in local validation?

	





2. What records are kept for each person who participates?

	





3. What records are kept for each instance of local validation?

	





4. How do you ensure that each test item is appropriately correlated to an NFPA standard, chapter, level, and/or Job Performance Requirement?

	





5. How do you ensure that the test item evaluates the performance measures of the JPR being referenced?

	





6. How do you ensure that each test item aligns with the instructional or technical materials upon which the exam is based?

	







7. How do you ensure that all students are provided with the same scenario or situation for a particular JPR? E.g., that the level of difficulty for each student is similar.

	





8. How do you ensure each evaluator scores a subjective answer the same way? E.g., how do you create scoring tools for each evaluator to use to score students consistently between offerings?

	





9. How are exam materials kept secure during the local validation process?

	





10. How are exam materials kept secure after the local validation process?

	






11. How do you determine how many questions are necessary to be in the bank for each JPR?

	





12. How do you determine how many questions are necessary on each examination for each JPR?

	






13. How do you determine which methodologies are appropriate for each JPR?

	






14. For multiple choice examinations, how do you ensure that the distractors are reasonable?

	





15. How do you ensure that your multiple-choice examinations or questions are not publicly available?

	





16. How often do you rotate or cycle out your multiple-choice examinations?

	





17. How often do you rotate or cycle out your multiple-choice questions?

	






Test Item Development- This section addresses test items that are developed in-house through an agency practice. This also includes any test items created by your agency to address gaps in an acquired bank. All agencies must have the ability to create test items for each assessment method they utilize. As a minimum, section numbers 1, 2, and 3 below must be answered by all agencies.


1. Cognitive (written)	

a. How do you develop cognitive (written) test items to validly and reliably meet applicable JPRs of the appropriate standard/level?

	





b. What are the qualifications of people responsible for developing these test items?

	






2. Cognitive (product)

a. How do you develop cognitive (product) test items to validly and reliably meet applicable JPRs of the appropriate standard/level?

	





b. What are the qualifications of people responsible for developing these test items?

	






3. Performance (psychomotor/process)	

a. How do you develop performance (psychomotor/process) test items to validly and reliably meet applicable JPRs of the appropriate standard/level?

	







b. What are the qualifications of people responsible for developing these test items?

	





	

4. Portfolio Assessment- If not applicable to your agency, answer NA in each text box below.	

a. How do you develop portfolio evaluations to ensure 100% coverage of the appropriate standard/level?

	











b. What are the qualifications of people responsible for developing these evaluations?

	





c. How do you track which items have been approved for portfolio assessment

	




	

5. Other- If not applicable to your agency, answer NA in each text box below.	

a. How do you develop Other test items to validly and reliably meet applicable JPRs of the appropriate standard/level?

	





b. What are the qualifications of people responsible for developing these test items?

	





	

Artificial Intelligence (AI)- The capacity of computers to simulate intelligent behavior given internal or external resources to generate outcomes. 

AI has become more available to agencies as computer technology advances and becomes less costly. As a result, the use of AI should be governed by agencies when developing test items, test instruments, etc.


1. Do you use artificial intelligence (AI) to create test items? 

Answer "yes" or "no" for each method.

a. Cognitive (written) 	

	


Yes or No

b. Cognitive (product) 		

	


Yes or No

c. Performance (psychomotor/process)		

	


Yes or No

d. Other   		

	


Yes or No


TD3 - Must be Available During Site Visit:
1. Individual portfolios (if portfolio evaluation is used).
2. A listing of accepted portfolio items per standard/level.



CRITERION TD 4: Test instrument development procedures shall be in place to ensure they are valid and reliable. [NFPA 1000, 2022: 5.2.4 (C, E, G, I)]

Test Instrument Development- This section addresses test instruments that are developed in-house through an agency practice. All agencies must have the ability to create test instruments for each assessment method they utilize. As a minimum, section numbers 1, 2, and 3 below must be answered by all agencies.

Important: When answering these questions, provide the applicable text of the agency’s adopted policy or practice. Do not cite the policy or practice by number/section only. Edit your answer only to include relevant information.

1. How do you develop test instruments for each testing method you are accredited to use?

a. Cognitive (written)

	





b. Cognitive (product)

	





c. Performance (psychomotor/process)

	





d. Portfolio

	





e. Other

	











2. Do you test all JPRs or a selection of JPRs for…

a. Cognitive (written) 	
	


All or Selection


b. Cognitive (product) 
	


All or Selection


c. Performance (psychomotor/process) 
	


All or Selection


d. Portfolio 
	


All or Selection


e. Other
	


All or Selection


3. If you test a selection of JPRs, how are they chosen? (All possible validated test items for each methodology must be considered for selection.)

a. Cognitive (written) 
	





b. Cognitive (product) 
	





c. Performance (psychomotor/process) 
	





d. Portfolio
	





e. Other 
	





4. Do you combine more than one exam in a single sitting for a single grade?

	


Yes or No

5. If multiple levels of a standard are being tested within a single test instrument (either cognitive (written) or performance (psychomotor/process), how do you ensure that the candidates are scored on those different levels separately? 

	





6. Do you use any testing instruments that are group-based?

	


Yes or No


· If yes, how do you ensure each person in the group is scored separately?

	





7. Do you allow candidates to receive formative feedback on a cognitive (product) after it is assigned but before it is submitted for a final grade? 

	


Yes or No

8. If yes, how do you ensure that the formative and final evaluators are not the same person?

	





9. Do you utilize Discretionary Time with Resources for any levels of certification?
 
	


Yes or No


If Yes, contact the Accreditation Manager for additional details for submission.

10. Do you use artificial intelligence (AI) to create test instruments? 

Answer "yes" or "no" for each method.

a. Cognitive (written) 	

	


Yes or No

b. Cognitive (product) 		

	


Yes or No

c. Performance (psychomotor/process)		

	


Yes or No

d. Other   		

	


Yes or No



CRITERION TD 5: Test item and test instrument review procedures shall be in place to ensure they are valid and reliable. [NFPA 1000, 2022: 5.2.4 (H)]

Important: When answering these questions, provide the applicable text of the agency’s adopted policy or practice. Do not cite the policy or practice by number/section only. Edit your answer only to include relevant information.

1. How do you determine the passing score for each testing method you use?

a. [bookmark: _Hlk176369179][bookmark: _Hlk174718502]Cognitive (written)
	





b. Cognitive (product)
	





c. Performance (psychomotor/process)
	





d. Portfolio

	






e. Other 

	












2. How do you analyze test item performance for each testing method you use?

a. Cognitive (written)
	





b. Cognitive (product)
	





c. Performance (psychomotor/process)
	





d. Portfolio

	






e. [bookmark: _Hlk176969281]Other 

	






3. What statistical data is utilized by your agency to improve test items for validity and reliability?


	









4. How do you use Artificial Intelligence (AI) or other data available to make decisions for test item and test instrument improvement?

a. Cognitive (written)
	





b. Cognitive (product)
	





c. Performance (psychomotor/process)
	





d. Portfolio 

	






e. Other 

	[bookmark: _Hlk174718781]









CRITERION TD 6: Procedures shall be in place to ensure security of certification cognitive (written) test-item banks, current and previous versions of test instruments, and other associated materials. [NFPA 1000, 2022: 5.2.4 (D)]

Important: When answering these questions, provide the applicable text of the agency’s adopted policy or practice. Do not cite the policy or practice by number/section only. Edit your answer only to include relevant information.

1. How do you maintain the confidentiality of your cognitive (written) examinations during:

a. Initial development?

	





b. Content validation?
	





c. Local validation?

	





d. Storage?

	





e. Printing?

	







f. Grading?
	





g. Transportation (to the examination site)?
	





h. Transportation (from the examination site)?
	





i. Administration?
	






2. How do you maintain the security of your cognitive (product) examinations and any associated examination scenarios during:

a. Grading?

	




b. Administration?

	









3. How do you maintain the security of your performance (psychomotor/process) examinations during:

a. Grading?

	




b. Administration?

	








SECTION 3: Test Administration Criteria
CRITERION TA 1: Procedures shall be in place to ensure that adequate notification of examinations is provided to potential candidates. [NFPA 1000, 2022: 5.1.3, 5.1.4 (B)]

Important: When answering these questions, provide the applicable text of the agency’s adopted policy or practice. Do not cite the policy or practice by number/section only. Edit your answer only to include relevant information.

1. How do you share information about upcoming examinations?
[bookmark: _Hlk176969656]
	





2. Where is this information shared?

	





3. How do you inform certification candidates on which standards, levels, and JPRs an examination is based?

	








CRITERION TA 2: Procedures shall be in place to ensure that certification testing is conducted at a frequency, time of day, and geographical location that adequately meets the needs of the certification candidates, departments, and other users of the certification system. [NFPA 1000, 2022: 5.2.4 (B)]

Supplemental Information
Frequency of Testing:

There are no strict frequency, location (distance), or time requirements for test administration. The criterion simply states that the agency must strive to adequately meet the needs of constituents. The frequency of an exam for one standard or level may be significantly less than another standard or level based on user demand. An effective way to ensure that this criterion is being met is by soliciting feedback on this topic at your advisory group meetings or other user input forums. 

Important: When answering these questions, provide the applicable text of the agency’s adopted policy or practice. Do not cite the policy or practice by number/section only. Edit your answer only to include relevant information.

1. How do you ensure examinations are offered at:

a. A frequency that meets the needs of your constituents?

	






b. Locations that meet the needs of your constituents?

	






c. Times that meet the needs of your constituents?

	







CRITERION TA 3: The agency’s facilities and equipment shall be adequate for the testing of all the objectives or Job Performance Requirements of the applicable standard/level(s) for which the agency seeks accreditation. [NFPA 1000, 2022: 5.1.8 (A)]

Important: When answering these questions, provide the applicable text of the agency’s adopted policy or practice. Do not cite the policy or practice by number/section only. Edit your answer only to include relevant information.

1. At what locations do you perform testing for accredited certifications? Please list ALL locations in the table below.

	Facility Name
	Facility Location
	Can this location be used to test all or some of the levels to which you are accredited?
	If this location can only test SOME of the levels, which levels can be tested?

	Example: 

	Cincinnati, Ohio
	All
	

	Example:

	Toledo, Ohio 30-28
	Some
	1006 and 1003

	Example:
	Urbana, Illinois
	Some
	1001 and 1002

	
	
	
	



2. How do you ensure all JPRs for a particular standard/level can be completed at each location where those JPRs could be tested?

	






TA3 - Must be Available During Site Visit:
1. Information should be available to the site team for all locations and variations of testing delivered by the agency.
2. A tour of a performance skills test facility, if possible.






CRITERION TA 4: Procedures shall be in place to ensure a safe environment and safe operations during certification testing. [NFPA 1000, 2022: 5.1.8 (A-B), 5.2.3 (A), 5.2.3 (B), 5.2.4 (K)]

Supplemental Information
While the Committee on Accreditation (COA) does not endeavor to direct entities on how to conduct evaluations and given the number of serious injuries and fatalities each year associated with live fire training, it is the opinion of the COA that entities have practices in place to meet or exceed the requirements of the current edition of NFPA standards.


Important: When answering these questions, provide the applicable text of the agency’s adopted policy or practice. Do not cite the policy or practice by number/section only. Edit your answer only to include relevant information.

1. How do you ensure a safe and appropriate testing environment for the assessment of all JPRs at all locations where examinations are conducted? 

	





2. Do you follow the latest NFPA standards for live-fire testing facilities (NFPA 1400)?

	


Yes or No

3. Do you follow the latest NFPA standards for live-fire testing activities (NFPA 1400)?


	


Yes or No

3. Do you require certification to the latest NFPA standard for Live Fire Instructors (NFPA 1020)? 


	


Yes or No


4. Do you require certification to the latest NFPA standard for Live Fire Instructors in Charge (NFPA 1020)?


	


Yes or No




5. Do you ensure all candidates are using Personal Protective Equipment that meets the appropriate NFPA standards (NFPA 1970)? 

	


Yes or No


6. Do you ensure all apparatus, equipment, and simulators are safe for use and meet the appropriate NFPA standards (NFPA 1900)?	

	


Yes or No

7. Do you follow the principles and concepts identified in the National Fallen Firefighters Foundation’s 16 Firefighter Life Safety Initiatives (NFPA 1000)? 


	


Yes or No




CRITERION TA 5. Procedures shall be in place to ensure that tests are assessed by qualified persons who are not involved in the training of the candidate for the performance (psychomotor/process) being tested; qualified persons administer cognitive (written) tests, and qualified persons evaluate cognitive (product)-based tests, portfolio assessments, and other methods. [NFPA 1000, 2022: 5.1.7 (A-D), 5.2.4 (J)]

Important: When answering these questions, provide the applicable text of the agency’s adopted policy or practice. Do not cite the policy or practice by number/section only. Edit your answer only to include relevant information.


Supplemental Information
The best practice identified by the Pro Board is that the evaluator of a certification candidate is not the instructor of the same person who instructed the specific skill. However, the COA recognizes that staffing and geographic constraints may present a hardship for an accredited agency to deliver accredited testing. The purpose of this opinion is to maximize objectivity in candidate assessments by ensuring the evaluators do not have a personal stake in the candidate’s assessment process. The more roles a single person has in the process, the more the agency should ensure that controls are in place to minimize bias. 

Performance (psychomotor/process) Assessments: Persons who are the instructor for a particular performance-based assessment should not be the evaluator of the same skills.

Cognitive (product) Assessments: Persons who are instructed on a particular topic may evaluate the work of candidates they instructed provided no other bias is present. For example, an evaluator who has a supervisory or employment relationship should not evaluate that candidate. The agency must have a plan in place to maximize evaluator objectivity. 

Definitions
Proctor- a person present to monitor and supervise test takers during a cognitive (written) examination.
Facilitator- a person who establishes and ensures the integrity of the performance (psychomotor/process) testing environment while it is being recorded or viewed in real-time.
Evaluator- a person who assesses the knowledge, skills, abilities of others through examinations utilizing establish scoring rubrics/scoring tools.



1. Cognitive (written) examination Proctors

a. What are your requirements to be a proctor?

	






b. How are they selected?

	





c. How are they trained?

	





d. How often do you evaluate each proctor?

	





e. How is the evaluation documented?

	






f. How do you ensure the proctor has no vested interest in the outcome of the examination for a particular candidate?

	





2. Remote cognitive (written) examination proctors. Complete ONLY if your agency is approved (or is seeking to be approved) for remotely proctored cognitive (written) examinations.

a. What are your requirements to be a remote cognitive (written) examination proctor?

	





b. How are remote cognitive (written) examination proctors selected?

	





c. How are remote cognitive (written) examination proctors trained?

	





d. How often do you evaluate each remote cognitive (written) examination proctor?

	





e. How is the evaluation of each remote cognitive (written) examination proctor documented?

	






f. How do you ensure the remote cognitive (written) examination proctor has no vested interest in the outcome of the examination for a particular candidate?

	





3. Cognitive (product) examination evaluators

a. What are the requirements to be an evaluator?

	





b. How are they selected?

	






c. How are they trained?

	








d. How often do you evaluate each evaluator?

	





e. How is the evaluation documented?

	






f. How do you ensure the cognitive (product) evaluator has no vested interest in the outcome of the examination for a particular candidate?

	





4. Performance (psychomotor/process) examination evaluators

a. What are the requirements to be an evaluator?

	





b. How are they selected?

	





c. How are they trained?

	





d. How often do you evaluate each evaluator?

	








e. How is the evaluation documented?

	






f. How do you ensure the evaluator has no vested interest in the outcome of the examination for a particular candidate?

	





g. Do you allow a person who instructed a skill to also evaluate the same candidate on that same skill?

	


Yes or No


Video examination Facilitators- complete ONLY if your agency is seeking approval for live- or recorded video examinations of performance (psychomotor/process)-based skills.

Does your agency use live or recorded video for testing? 

	


Yes or No 

If not, do not answer questions (a – f).
	
Facilitator- a person who establishes and ensures the integrity of the performance (psychomotor/process) testing environment while it is being recorded or viewed in real-time.

a. What are your requirements to be a facilitator?

	





b. How are facilitators selected?

	





c. How are facilitators trained?

	





d. How often do you evaluate each facilitator?

	





e. How is the evaluation documented?

	






f. How do you ensure the facilitator has no vested interest in the outcome of the examination for a particular candidate?

	






5. Portfolio evaluator

a. What are the requirements to be a portfolio evaluator?

	





b. How are they selected?

	





c. How are they trained?

	





d. How often do you evaluate each portfolio evaluator?

	








e. How is the evaluation documented?

	





f. How do you ensure the evaluator has no vested interest in the outcome of the evaluation for a particular candidate?

	





6. Other examination Evaluators

a. What are the requirements to be an evaluator?

	





b. How are they selected?

	





c. How are they trained?

	





d. How often do you evaluate each evaluator?

	





e. How is the evaluation documented?

	







f. How do you ensure the evaluator has no vested interest in the outcome of the examination for a particular candidate?

	





CRITERION TA 6: Procedures shall be in place to ensure that cognitive (written) tests, cognitive (product)-based tests, performance (psychomotor/process)-based tests, portfolio submissions, or other test methods are administered in a consistent and impartial manner. [NFPA 1000, 2022: 5.2.4 (A-C)]
Supplemental Information
Written instructions for the proctor could include:

· Checking candidate identification (ID).
· Spacing of candidates in the testing area.
· Ensuring adequate lighting and ventilation if within the proctor’s control.
· Advising the proctor not to leave the test area.
· Information on how to process the test instruments.

Script for the candidates for a written test could include:

· Warning of consequences if caught cheating.
· Advising the candidate that once the test begins, he/she may not leave the room.
· Advising the candidate how to fill out the answer sheet or test booklet.
· Advising of time constraints.
· Advising what to do when complete.
· Advising that no items should be on the desk, no phones are to be used, no supplemental material is to be used etc.
· Procedure for candidate bathroom breaks, if allowed.

Written instructions for performance (psychomotor/process) skills evaluator could include:

· No coaching by the evaluator.
· How to fill out the assessment sheet.
· Stop the test if there is a safety concern.
· Ensure proper tools and equipment are available.

Standard script for the candidates for a performance (psychomotor/process) skills test could include:

· A description of the skill(s).
· Time constraints, if any.
· Allowance for questions before starting.
· Explanation of pass-fail criteria.
· How the candidate should indicate completion of the skill to the evaluator.
· Procedure for candidate bathroom breaks, if allowed.




Important: When answering these questions, provide the applicable text of the agency’s adopted policy or practice. Do not cite the policy or practice by number/section only. Edit your answer only to include relevant information.


1. What document or script is provided to the proctor of a written test to read to the candidates at the start of the examination?

	





2. What document or script is provided to the candidates who will be completing a cognitive (product)-based test?

	




 
3. For cognitive (product)-based tests, do you allow the use of artificial intelligence (AI) for any portion of the cognitive (product) development?

	




 
4. For cognitive (product)-based tests, what is your academic integrity policy governing plagiarism, copyright infringement, falsification, etc.?

	





5. For cognitive (product)-based tests, how do you communicate the academic integrity policy to certification candidates?

	





Inter-rater reliability- the extent to which two or more evaluators agree given the same scenarios, score sheets, etc. It addresses the issue of consistency of the testing process from candidate to candidate. 

6. For cognitive (product)-based tests, how do you ensure inter-rater reliability?
   
	








7. What document or script is provided to the evaluator of a performance (psychomotor/process) test to read to the candidates at the start of the examination? 

	





8. For Performance (psychomotor/process) tests, how do you ensure Inter-rater reliability?

	






Complete this section ONLY if you are seeking approval for Remote Cognitive (written) Examination Proctoring. (Video recording or Real time)

Is your agency seeking approval for Remote Proctoring?

	


Yes or No

If not, do not answer questions (1 - 8).
	
1. What document or script is provided to the remote cognitive (written) examination proctor of a written test to read to the candidates at the start of the examination?

	







2. What is the maximum candidate to instructor ratio for the exam?

	





3. How do you ensure that a candidate can access the exam with their technology?

	









4. What technical support is provided for a candidate before the exam?

	





5. What technical support is provided for a candidate during the exam?

	





6. What technical support is provided for a candidate immediately after the exam, for example, to undo any changes to the candidate’s computer that were made to ensure exam security?

	





7. If a candidate lacks the capability to take the exam online, can they still take the exam?

	





8. Are any of the JPRs assessed ONLY with a remotely proctored exam, without a performance (psychomotor/process) or cognitive (product) component?

	





Complete this section ONLY if you are seeking approval for Remote Performance (psychomotor/process) Examination facilitation. (Video recording or Real time)

Is your agency seeking approval for use live or recorded video for testing?

	


Yes or No

If not, do not answer questions (1 - 5).
	
Facilitator- a person who establishes and ensures the integrity of the performance (psychomotor/process) testing environment while it is being recorded or viewed in real-time.



1. What documentation is provided to the facilitator to establish and maintain an examination setting as if it were in person?

	





2. What is the maximum candidate to facilitator ratio for the exam?

	





3. How do you ensure that a facilitator can access the exam with their technology?

	





4. What technical support is available for a facilitator during the candidate’s examination?

	





5. How is the video securely sent to the evaluator?

	










CRITERION TA 7: Procedures shall be in place to ensure the confidentiality of a candidate’s test performance. [NFPA 1000, 2022: 5.1.6 (A)]

Important: When answering these questions, provide the applicable text of the agency’s adopted policy or practice. Do not cite the policy or practice by number/section only. Edit your answer only to include relevant information.

1. How do you share exam results with candidates?

	





2. How do you maintain the confidentiality of a candidate’s personal information?

	





3. How do you maintain the confidentiality of a candidate’s test scores?

	







CRITERION TA 8: Procedures shall be in place to ensure that the test results for each candidate and the associated test instruments are securely maintained for an appropriate period of time. [NFPA 1000, 2022: 5.1.6 (B)]

Supplemental Information
Record Retention:

The following is a Committee on Accreditation Opinion regarding the retention of records by accredited agencies:

The Committee on Accreditation recommends that all accredited agencies keep copies of tests created for examinations for a period of five years, and that records of certification candidate scores be kept in perpetuity.  



Important: When answering these questions, provide the applicable text of the agency’s adopted policy or practice. Do not cite the policy or practice by number/section only. Edit your answer only to include relevant information.

1. For how long do you maintain records of examination results (grades or scores)?

	





2. For how long do you maintain records of examination materials (written test instruments, performance testing instruments, etc.)?
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