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Introduction

This step-by-step manual was designed to assist agencies navigate various applications available in the online
application system. The applications available to complete and submit within this system include...

Initial Accreditation (Deemed eligible agencies only)
Reaccreditation
Extension of Accreditation
Change in Accredited Processes
“Workflow Diagrams for Agencies” provides a single page overview of the various application processes.

Section 1, “Create an Account and Profile,” is used to create an online account. So that all applications and
documentation reside in one location, there shall be only one account per agency. This is also where changes in
account information and details are conducted.

Sections 2 through 8 detail the steps to complete an initial accreditation or reaccreditation application. These
provide a high level of detail to walk applicants through various steps to include submission.

Sections 9 and 10 describe the information exchange through the application system to respond to
questions/comments made by the Technical Analyst, Committee on Accreditation (COA) members, and other
Pro Board staff.

Section 11, “Change in Accredited Processes,” is where an agency changes the processes used to assess and
certify on a Standard/Edition/Level. In that case, the agency should go into the system and complete an
application for a change in accredited processes.

Section 12, “Extension of Accreditation,” |s used when and agency wants to be accredited for an additional level of a
standard and edition. It is also used to update standards and levels, as necessary. In either case, the agency should
go into the Online system and enter an application for an extension of accreditation.

Section 13, “Agency Delegates Process,”- A Primary Accredited Agency (PAA) may decide to utilize one or more
Delegates to certify one or more Standards, Editions and Levels. For the delegate, this process is not facilitated
by any online application systems and use a different process described here.

Section 14, “Reaccreditation”- Agencies that are accredited by the Pro Board’s Committee on Accreditation
must apply for reaccreditation every five (5) years. The steps are the same as for initial accreditation, but
agencies do not have to completely start over to enter an accreditation application; parts of the previous
accreditation application may be copied. The process of entering the information can be less lengthy and can
still be done in sections —and saved and returned to later.

Please contact the Pro Board Accreditation Manager for further assistance.
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Workflow Diagrams The Pro Board

for Agencies Quick Reference Guide

Agencies throughout the world have followed some key processes when becoming accredited by the Pro Board. This
guide depicts these processes as a series of diagrams of the workflows to obtain initial accreditation, extensions of
accreditations, changes to accredited processes, and reaccreditation over time.

Note that steps highlighted in green = Pro Board actions, blue = Agency actions, and yellow = joint actions by the
Agency and the Pro Board.
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The Pro Board
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The Pro Board
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Workflow Diagrams for Agencies
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) Online Accreditation Application
and Enter an Agency Profile Quick Reference Guide

1. Create an Online Account

Agencies who wish to become accredited with The Pro Board must apply online for initial accreditation — and also for
additional accreditation and for re-accreditation over time. The first step in applying online is to establish an account in the
Pro Board’s online Accreditation System, as follows:

1 Navigate to the Online Accreditation System
Using a browser, enter the URL link to the Accreditation System: https://theproboard.org/web-based-application-system/.
See the Pro Board’s Welcome screen. Read the introductory information, then scroll down and click on the Web-Based
Application System button.

Select to Create an Account
See the sign in screen. To register your account, click the Create an Account button.

URL Link:
https://theproboard.org/web-based-application-system/

International Accreditation for Fire Service Organizations Gl = v

AboutUs Accreditation Applicants  Accredited Agencies Committee & Board Certification Candidates ContactUs

Web-Based Application System

The Pro Board Web-based Application System is designed for and is restricted to those agencies who have been deemed eligible for
accreditation, who are seeking to become re-accredited, who desire to extend their current accreditation, or change their accredited processes.
If you are NOT the designated contact person for an eligible agency, do not apply for an account using this system.

If you are seeking information concerning your agency becoming accredited, please contact Accreditation Manager Bob Rand
at rrand@theproboard.org. He will provide guidance and advise when it is appropriate to set up an account for the online application system.

If you are an individual seeking information regarding a certification that was awarded by a Pro Board Accredited Agency, DO NOT apply for an
account using this system. Instead, use the Certification Search.

If an account is made under the above circumstances, your account application will be rejected.

If you are an existing Pro Board accredited agency seeking to create an online account or if you are a newly deemed eligible agency by the
Accreditation Manager Bob Rand seeking to be accredited by Pro Board, please continue by clicking here:

- Web-Based Application System Web-Based Application System Training Video

Intemational Accreditation for Fire Service Organizations — f=0w

AboutUs Accreditation Applicants  Accredited Agencies Commitiee & Board  Certification Candidates  Contact Us.

Dashboard FAQs

Welcome to the Accreditation System!
Please sign in. If you do not have an account, you may create one @

User Name.

Password

Create an Online Account  v2 06/01/2021 1



The Pro Board
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1. Create an Online Account

and Enter an Agency Profile Quick Reference Guide

3 Enter the New Account Information
See an Agency Profile entry screen. Click in the fields provided and enter information to set up the account with the Pro
Board, as follows. Note that some fields are mandatory. Note also that there is a menu list on the lefthand side of the
screen; it highlights and points to the section you are in on this screen.

a. Enter Contact Information for the agency. Scroll down as needed to see all of the fields to enter.

b. Enter the Agency Profile information — the agency name and the director’s information.

Infernational Accredifation for Fire Service Organizations

GO ¢ = T v

AboutUs  Accreditation Applicants  Accrediled Agencies  Commitiee 8 Board  Cerlification Candidates  Contact Us

FAQS

Create an Online Account

v2 06/01/2021

Dottie - Test Account Sign Out
seenrenina v 2020 Accreditation:JAgency Profile
Print s
Jump o Contact Information
Progress Report First Name
How Much of My Dottin
Application is Complete?
Wiaw Full Application Last Name
Application Keene- End User
kAgency Profile
Title
andards, Levels and
Editions End User
Dedegation of Autharity
d ine 1
Gandidate Gertification e e
Cptions and Annual Fees 123 Main Street Phone 2
Marketing / Promotion of 123-456-7890
the Pro Board Address Line 2
Sulte 1
Self Assessment i Email
City xyz@gmail.com
Anytown
gency Profic. 4
Alabama Agency Name
XXYZ Fire District
Country
United States Director First Name
John
Postal Code
01234 Director Last Name
Doe
Phone 1
123-456-7800 Director Title
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1. Create an Online Account
and Enter an Agency Profile

Enter the Agency Profile Information (continued)

The Pro Board

Online Accreditation Application
Quick Reference Guide

c. Scroll down and click the radio button to select a Classification of Agency, based on the descriptions.

d. Enter the Number of Persons Served by Agency. Click the radio buttons to answer the additional questions.

e. Scroll down and enter the text descriptions for your Certification Mission and Authority.

f.  As part of the Certification Mission and Authority, note that there is a place to upload a copy of the
document(s) that provide the legislation or legal approval for being designated as the agency for the Entity.
Upload an electronic file as available by clicking the Choose File button and selecting a file of the document
images from a directory. The file name will then be displayed and available for review by the Pro Board, as

part of your online application submission.

g. When completed, click the Save and Proceed button at the bottom of the screen.

Classification of Agency «

Prior to becoming accredited, another public sector agency or ;;raslate not for profit organization shall agree to the following

condition:

If a state or provincial agency. as defined below, becomes aceredited subsequent to an other public sector agenc:
for profit organization in the same state or province, the ather public sector agency or an intra-state not for profit d
application to become a delegated agency of the state or provincial agency within six months of that state or prov|
accredited by the Pro Board.

I‘ State or Provincial Agencies l

The State or Provincial governmental agency or organization that has the statutory responsibility or authority to cg

emergency service personnel to the Standards for Certification adopted by the Pro Board.
National Organizations

Organizalions that serve a consliluency and whose aclivities extend, on a regular basis, beyond the boundaries g

province, such as; the military, or national non-profit associations or organizations, that certify fire and emergency)|
Other Public Service Agencies or Organizations

Agencies that include governmental or public sector recognized entities such as; state or provincial agencies, pubj

Number of Persons Served by Agency «

Estimated number of persons served by the entity

10000

Estimated number of persons certified annually by the entity

1000

Does the agency require Pro Board recertification? «

Yes ® No
Does the agency fully recognize Pro Board certifications between
accredited agencies?

®Yes No

universities, fire departments, regional fire department training facilities, or state or provincial fire service constitu
as a Fire Chiefs or Fire Prevention Officer association. The agency may offer Pro Board accredited certifications o
province in which it is located or in which it is approved to certify.

Intrastate Not For Profit Organizations

An agency that does not meet the requirements of the Other Public Service Agencies defined above. The agency mus|
agency, aperating within a state or province, as defined by the United States or Canadian federal regulations. The age|
Board accredited certifications anly in the state or pravince in which it is located or in which it is approved to certify.

Other

Certification Mission and Authority 4mm

a) Briefly describe the agency's scope of authority and responsibility to conduct certification

Under the authority
of Law 123, we

If applicable, atach supporting legistation or other approval documentation,
Choose File Mo file chosen

O,

b) Briefly describe the agency’s mission as it relates to certification of fire and emergency services personnel,
It is the mission of
XYZ 1o fairly and

) Briefly describe the agency's adequacy of

Can:elI Save and Proceed I«

and o meets its

XYZ has a 20 acre
facility and

Create an Online Account  v2 06/01/2021
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1. Create an Online Account

Inlemalional Accreditation for Fire Servics Organizations

4 Correct any Missing Information
If you did not fill in all of the mandatory fields, see error messages at the
top of the screen with the corresponding fields highlighted in pink. Fill in
the required information to correct the error messages.

About Us  Accroditation Applicants  Accredited Agencies

Account Information

5  Save and Submit the New Account and Profile F s e - @
When finished with all account information entry, scroll to the bottom of Bty
the screen and click the Save button. This will submit your account to the Account Information
Pro Board. You will receive an email to indicate that the new account Uaer o

Dattie Test

setup request was received for processing. The Pro Board will then
review and approve your new account setup and will send you an email
when the account is ready for entering an application for accreditation.

z Dottie
Save § Relurn
Lasi Name 1& '

Presidant

Welcome to The ProBoard's online application system,
Adaress Lina 1
The username you have selected is:  [User ID] 31 Deerfield Run

The password you have selected is: [password] Address Line 2

We have received your request to create an account and will be reviewing it shortly,
Onee we have reviewed and approved your account, you may proceed with creating i - «
and submitting your application

Thank you,

The ProBoard

» l Save Im-hlrrl

6 Receive an Email with the Account Approval
Once you have received an email from the Pro Board indicating that your account is approved and that you may now
apply for accreditation, go to the next quick reference guide to sign back into the Accreditation System and enter the
application.

M Gmail Q  app

¢« 8 06 §@ =2 0 € EA =

@ [ProBoard.org: Account Approval ]D Inbox x

2 applications@theproboard.org

tome =

Dear [your userID shown here]
This email is to serve as a notification that your account has been approved. «
Thank you,

The ProBoard

Create an Online Account  v2 06/01/2021 4



The Pro Board
Online Accreditation Application

Online Application:

2. Enter Initial Application Information Quick Reference Guide

Once you have established a Pro Board account for your agency, you will need to apply for accreditation. The steps are the
same for initial accreditation as for reaccreditation or for expanding or changing your accreditation. The process of entering
your information may be lengthy but can be done in sections — and saved and returned to later. Follow these steps:

1 Sign On to the Online Accreditation System
Using a browser, enter the URL link to the Accreditation System: https://theproboard.org/web-based-application-system/.
See the Pro Board’s Welcome screen, then scroll down and click on the Web-Based Application System button.

On the Welcome screen, enter your User Name and Password and click the Sign In button.

See a blank Dashboard and Applications, in preparation for your application entry.

Infermational Accreditation for Fire Senvice Organizations — fEmw

AboutUs Accreditation Applicants  Accredited Agencies Committee & Board Cerlification Candidates  Contact Us

Welcome to the Accreditation System!

Please sign in, If you do not have an account, you may create one.

User Name

Dottie1- End User

Password

» l Sign In l Forget Password | Create an Account

Intermnational Accreditalion for Fire Sevvice Organizalions _ 'F mw

AboutUs Accreditation Applicants  Accredited Agencies Committee & Board Certification Candidates Contact Us

rard My Account My Applications FAQs
Dashboard
Select Application Type * | Start Now Application
Apphcation @ Agency ®| Assignmenl @ Lest Actior

Enter Initial Application Information v2 06/01/2021 1



The Pro Board
Online Accreditation Application
2. Enter Initial Application Information Quick Reference Guide

Online Application:

2 Select an Application Type

a. Click the down arrow to the right of “Select Application Type” and see a dropdown list of possible actions.
b. For an Initial Accreditation, click to select Accreditation.

c. See a pop up message. Review it and then click the Close button.

3 Start a New Application

Click the Start New Application button. NOTE: You must have selected an application type before you may press this
button.

Internaficnal Accreditation for Fire Senvice Qrganizations _ f linfll J

About Us  Accreditation Applicants  Accredited Agencies Commitiee & Board  Certification Candidates  Contact Us

: Welcame, Dorathy Keene!  g5ion out

Dashboard My t My Applications FAQS

Dashboard

]
B

Salect Application Type Start New Application -
lect Application Type Y A ¥ | Assion Pro Boeard accreditation will enable your agency to offer accredited
: cerification based on the NFPA professional qualification (Pro Qual)
Reaccreditation r standards 1o the candidates who successfully complete an
. assessment against those standards.
Extension Of Accreditation
 Change in Accredited Processes

Enter Initial Application Information v2 06/01/2021 2



The Pro Board
Online Accreditation Application

Online Application:

2. Enter Initial Application Information Quick Reference Guide

Review the Menu List
See the first screen of Application details, with fields auto-populated based on your earlier account setup.

o Note that the lefthand column on the screen displays a menu list of links to all of the sections which need to be
filled out to complete and submit the application. A small arrow will highlight and point to the section currently
displayed.

e Also note that the application’s Status is always displayed at the top left of the screen.

e NOTE: Instructions in this quick reference guide are for entry of all sections in the Application part of the menu list.

Review/Update the Basic Contact Information and the Agency Profile
Review and/or update the Agency information: Contact Information, the Agency Profile and the Certification Mission
and Authority descriptions. Scroll down as needed to see all fields.

6 Save and Proceed to the next Section of the Application
When finished, go to the bottom of the section and click the Save and Proceed button. This will automatically take you
to the next section of entering the initial application information: Standard, Levels and Editions.

Infemational Acerediation for Firs Service Organizations G =D v

@ AboutUs  Accreditation Applicants  Accredited Agencies Committee & Board  Certification Candidates  Contact Us

=== 2020 Accreditation: Agency Profile « @
E— Contact Information -

Progress Report Firat Name Dottie
%ﬁ%&h Last Name Keene
Conplate? Title End User
isey Full Applicntion Address Line 1 123 Main Street
Addross Ling 2 Suite 1
- City Anytown
State Alabama
and Ediions County United
Dilogation of
Auhent Postal Code "z
Candidila Phona 1 123-456-7890
Cartification Opfions
(i Anrya Feg Frone 1234567890
} Emall i i '
Idarkating / Prgoyotion dottiekes: L ~
of tho Pro Board iekeznoone s ‘:’_‘IE“H‘-’J.'I_TFH Does the agency require Pro Board recertification?
e ASeeeomant Agency Profile : Vis' ® o
Instructions e SV Crilana
Soction 1- Program Agency Name KL ire Digirict Crtaron TAL Does the agency fully recognize Pro Board certifi bet d agencles?
Admunisiation 1PA Director First Name  John Crianon TA2
Critofia Director Last Name  Doe Crarion TA3 ¥ ¥as O No
Critenon PA1 Director Title Director Coiatian TA:
Crtaion PA2 S Certification Mission and Authority
Crilation PAY Classification of Agency . .
Crdation TAR 1) Briefly describe the agency's scope of und to conduct
Crtgiion Pid + Stata, Provincial, of Govemmantal Agancy o Coteson TA?
Criterion PAS Mational Agency /7 Crdarion TAR Under the autharity of Law 123, we certify members of our jurisdiction.
Criterion PAG Locol Agency A | Assasaraant
Criterion PAT Intinslate Non Prolkl Agency F
Socton 2 Tast Othar // ﬂ:‘mﬁﬂ:ﬁg m:fn:::’ W applicoble. oltach supporting legislation or other approval documentation. | Cheose File | Mo fle chosen
Dsvalopment (10} application] ¥
e 1 Number of Persons Served by Agemy/ DFP a:ulu,, bb) Briefly describe the agency’s mission as it relates to certification of fire and emergency services personnel.
= v ocument n
:":::':: lg; Estimated number of persons served b entity Supplemental It is the mission of XYZ to fairly and i ly assess the ies of its
ritar
Criotion TD3 A Estimated number of persons certified annually by Y mg"nﬁ;q“w
e KD | / <) Briefly describe the agency's o and org to meets its centification mission,
7 Review
/s
\ ’/ for Submission XYZ has a H0 acre facility and governmental funding to provide these services.
.
Menu Links Y e -@
Cancel fl Sove and 'I‘IU'_t.'L'd

Enter Initial Application Information v2 06/01/2021 3



Online Application:

2. Enter Initial Application Information

The Pro Board
Online Accreditation Application
Quick Reference Guide

Select the desired Standards for your Accreditation
Click the Add Standard button to display a row of possible selections.

7
Click the small arrow to the right of the NFPA Standard to open a dropdown list. Select the desired Standard.
Open the dropdown list for Edition and select the appropriate Edition year.

c. Open the dropdown list for Level and select the desired Level for that Standard and Edition combination.

If the Level selected is new to the agency, click the New Level? box and continue.

Infernalional Accreditation for Fire Service Organizations

GO =D v

About Us  Accreditation Applicants  Accredited Agencies  Committee & Board  Certification Candidates  Contact Us

Dashboard

FAQs

2020 Accreditation : Standards, Levels and
Editions

List all the NFPA standard, levels, and applicable edition which the agency is seeking accreditation or reaccreditation.

Add Standard

FPA Standard

Status: Pending View

Print

Jump to:

Progress Report

How Much of
Application |
View Full Appl

Application

Edition Status | Comment

Select Standard... ~

R -
2020 Accreditation : Standards, Levels and
Editions

List all the NFPA standard, levels, and applicable edition which the agency is seeking accreditation or reaccreditation.

Setect Edition Select Lavel

Pending

Agency Profile

472

¥ Standards, Levels and
Editions

Delegation of Authority

the Pro Board Add Standard

Self Assessment MFPA Standard rEn:hnun B Level Status Comment
1001 Select Editi ; a z .
e | 2020 Accreditation : Standards, Levels and
1001
2013 E d g
o itions
o List all the NFPA standard, levels, and applicable edition which the agency is seeking accreditation of reaccreditation,
1002 @ Add Standard

NFPA Standard  Edition evel Status  Comment
1001 14 2019 ¥ Select Laval ¥ | Pencing - Cancel
TR .. € | Dotoe
Chapter 4 Fire Fighter |
1001 2018 Chapter 5 Fira Fighter Pending Edit  Delete
I
1oz Chapler 6 Emergency EdL ) Delos
S — Medical Services
Enter Levels. m
Enter Initial Application Information v2 06/01/2021 4



The Pro Board
Online Accreditation Application

Online Application:

2. Enter Initial Application Information Quick Reference Guide

7 Select all Standards for your Accreditation (continued)
d. See a line of the desired Standard, Edition and Level selected. Click the Update button to add.
e. Repeat these steps to build the full list of all Standards — with their Editions and Levels — that you will be

submitting as part of your accreditation application. (NOTE: This may be a long list.) Then click the Save
and Proceed button at the bottom of the screen to go to the next section.

International Accreditation for Fire Service Organizalions _ 'f =Ry

About Us  Accreditation Applicants  Accrediled Agencies Committee & Board  Certification Candidates  Contact Us

aum

FAGS

2 Accri ation : Standards, Levels and

Editions

List all the NFPA standard, levels, and applicable edition which the agency is seeking accreditation or reaccreditation.

Add Standard @
NFPA Standard  Edition Level Status Comment

b

1001 ¥ 2019 Chapter 6 Emergency Medical Services * | Pending

Infemational Accreditation for Fire Senace Organizations — fE@D Y

About Us  Accreditation Applicanis  Accredited Agoncies  Committes & Board  Certification Candidates  Contact Us

Dashboard My 1 My Applies FACH
somrenane v 2020 A ditation : Standards, Level d
- ccreditation : otanaaras, Leveils an
nn
= Editions
Progress Report List all the NFPA standard, levels, and applicable edition which the agency is seeking accreditation or reaccreditation.
How Much of My
Apptication s Complete? Add Standard
Wiew Full Apgplication NFPA Standard  Edition  Level Status Comment
Application 1001 2010 Chapter 4 Fire Fighter | Pending Edit | Delste
Agency Profile
1001 2019 Chapter § Fire Fighter Il Pending Edit Delete

¥ Standards, Levels and
Editions 1001 2018 Chapter 6 Emergency Medical Services  Pending Edit Delete

Dalegation of Authority
1002 2017 Chapter 4 General Requiremenis Pending Edit Delete

Requested Levels
Enter Levels (s

SR Save and Return I Save and Proceed I -

Enter Initial Application Information v2 06/01/2021 5
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Online Appllcatlon. Online Accreditation Application

2. Enter Initial Application Information Quick Reference Guide

8 Indicate Delegation of Authority
Click Yes or No to tell the Pro Board if you will delegate to another agency. Then click the Save and Proceed button to
automatically go to the next section.

internaticral Acoreditadion for Fire Servoe Organizations: _ f= L

AboutUs  Accreditation Applicants  Accrodited Agencies  Commitive & Beard  Cortification Condidates  Contact Us

e v 2020 Accreditation :|Delegation of Authority

Print

An agancy has the ability 1o delegate its authority to anothsr sgency.
Jump to;

Progréss Report Will your ageicy delegate authority to another agency?
Herw Maich of My *Yes Mo

C
» &n application for each delegated agency, along with other required documentation must be submitted with the accreddnd agency's

View Full Appécation application for accreditation,

Save and Return | Save and Procesd

Application

Select the Candidate Certification Options and Annual Fees
See a list of options for possible Certification Plans and Fees. Click to highlight a radio button for the desired plan and
associated fee, then click the Save and Proceed button to go to the next section.

Infernational Accredilation for Fire Service Organizations _ fEmy

About Us  Accroditation Applicants  Accredited Agencies  Committee & Board  Certification Candidates  Contact Us

seeemene v 12020 Accreditation : Candidate Certification

Print
g Options and Annual Fees
Pragress Report An agency is offered optians for submittal of candidale records inla the Pro Board system as indicated below

How Much of My

Each accredited agency is responsible for a $2,750.00 annual fee 1o fund the mission of the Pro Board. This annual fee is waivad for an
Application is Complate?

agency that produces a minimum of $2,750.00 n certifications using one of the plans below,

View Full
Application Select One Plan @
Agancy Profile *  Full Participation Plan - $5.50 por cartification -

. Lovels and

The agancy will enrcl all sligible certification candidates in the Pro Board's Certification Registry by placing the Pro Board Logo and a
unioue identification number on the acency's certification.

Editions

Delegation of Authaority

e TR Group Plan - $12.00 per
FCandidate Cenification
optiens and Annual The agency will submit bulk applications (10 or more) 1o the Pra Board, The Pro Board will print and distribute individual eertifications
Fees and enter candidates’ names in the Pro Beard's Cedification Registry.

Individual Participation Plan - $17.50 per certification

The agency will market Pro Board cerifications to candidates by ensuring that each candidate carified by the agency s lssued an
Sell Assessment i for Reg and Ci . COAT form

Upon recaipt of an for i or R the Agency will be invoiced for the applicable Application Fee as
follaws:

MNew Accraditation - $1750.00 USD
Re-Accreditation - $1250.00 USD

Save and Retum )| Save and Proceed «

Enter Initial Application Information v2 06/01/2021 6



The Pro Board
Online Accreditation Application

Online Application:

2. Enter Initial Application Information Quick Reference Guide

10 Enter a Description for Promoting the Pro Board
In the text box for Marketing and Promotion, enter a description of what your agency intends to do to market and
promote the Pro Board system.

11 Complete the Entering of Initial Application Information
Click the Save and Proceed button to go to the next section. This completes the main part of the Application.

NOTE: You may click the Save and Return button instead if you wish to stop for now and get more information to
enter into the application at a later time. Once you return to the Application later, you may click on the section title on
the menu list to jump directly to the next desired section.

Internafional Accreditation for Fire Service Organizalions _ f =0 v

About Us  Accreditation Applicants  Accredited Agencies Committes & Board Cerlification Candidates Contact Us

Dashboard

s i e 1 2020 Accreditation @ Marketing / Promotion of

Print
Sk the Pro Board
Progress Report Each accredited agency in the Pro Board system has an obligation to markel and promote the system and ensure that candidates are
How Much of My fully aware of the benefits of Pro Board recognized certification and the value of registration in the certification registry. Listed below are
Application is Complete? some suggesied options to assist in the promotion of internaticnally recognized cerlification:
Wiew Full Applicatian « Promation of the avallability of Pro Board centification through agency brochures, websites, course materials, or other applicable
Application publications.

» Promation of certification and its benefits are made at state or province-wide association meetings or conferences,

= Publication of testimonials solicited fram those who have benefitted from their certifications.

Standards, Levels and = Provision of material to candidates in courses that can lead to cerification (if applicable) to include a one page discussion of what Pro
Editions Beard eeriification is-and how lo pursue certification.

» Promotion of the eligibility for certification in publications such as the agency's annual repons,

Agency Profile

Delegation of Authority

» Meeting with all constituency groups and remind them that the option for Pro Board certification exists.
Candidate Certification

Options and Annual Fees

rmarketing ' Promotion | Describe the actions the agency will conduct to promote the Pro -
of the Pro Board
Board system.

+ Display of a cerification promotional video al the beginning of all ecurses that lead to certification.

Self Assessment

8 I U= i=m

r- A presentalion is given at the beginning of every Career and CallVolunteer Recruit Training Program by _\
the Certification Coordinator or his designee. In addition to explaining why Pro Board accredited
certification is valuable, candidates have the opportunity to ask questions. All candidates are provided with -
a written instruction sheet and any additional information they need 1o register for the certification process.
« Our web page contains the link to the Pro Boards YouTube video.
« Qur application documentation displays the Pro Board accredited seal.

+ Dur Frequently Asked Questions section of our Learning Management System contains additional

k infarmatinn 'J

Criterion PAS
- Save and Return [ Save and Proceed « 1 1

Enter Initial Application Information v2 06/01/2021 7




Online Application: The Pro Board

3. Enter Application Self Assessment - Online Accreditation Application
Program Administration (PA) Quick Reference Guide

Once you have entered and saved the initial online application information, you will need to enter a self assessment. Entry is
separated into sections or areas of focus — and as usual can be partially completed, then saved and returned to later. To
enter the self assessment information for intended Program Administration at your agency, follow these steps:

1 Sign On to the Online Accreditation System
If you are not already in the Online System, use a browser and enter the URL link to the Accreditation System:
https://theproboard.org/web-based-application-system/.
See the Pro Board’s Welcome screen, then scroll down and click on the Web-Based Application System button.

On the Welcome screen, enter your User Name and Password and click the Sign In button.

2 Edit the Online Application for your Agency
See a Dashboard or My Applications list of your agency’s applications to date. Click the Edit button to the right of the desired
application line, to call up its details and enter more information.

NOTE: See your user name highlighted in yellow in the top right of the screen. To exit the Online System at any time, click
the Sign Out button.

International Accredilation for Fire Senvice Organizations — f =D v

AboutUs Accreditation Applicants  Accredited Agencies Committee & Board Cerlification Candidates  Contact Us

Welcome to the Accreditation System!

Please sign in, If you do not have an agcount, you may create one.

User Name

Dottie1- End User

Password

» l Sign In l Forget Password | Create an Account

International Accreditation for Fire Service Organizations — f =Mmw

About Us  Accreditation Applicants  Accredited Agencies Committee & Board Certification Candidates Contact Us

Dashboard My Account My Applications FAQs
: - Welcome, Dottie Keene- End User!  gign out
Application Y Agency Y  Assignment T LastAction Y ‘
- 2020 Accreditation XYZ Fire District Pending 04/26/2020

Enter Self Assessment for Program Administration (PA) v2 06/01/2021 1



Online Application: The Pro Board

3. Enter Application Self Assessment - Online Accreditation Application
Program Administration (PA) Quick Reference Guide

3  Navigate to the Self Assessment
See the first screen of the application in progress: the Agency Profile contact information. Scroll down to see the
lefthand menu list section for Self Assessment. Click on the Instructions menu link.

4 Review the Self Assessment Instructions
See a screen of instructions for how to enter and complete all self assessment sections of the online application.
Review the instructions and prepare the information and materials needed to enter each section.

Once finished with your review and preparation, click the Save and Proceed button to begin information entry.

Dashboard My Account My Applications FAQs

Welcome, Dottie Keene- End User! Sign Out

2020 Accreditation: Agency Profile

—— Contact Information

Progress Report

Status: Pending View

First Name

How Much of My Dotie 2020 Accreditation : Self Assessment

Application is Complete?

View Full Application i Instructions

Application Keene- End User This Self Assessment document contains detailed descriptions of the information required 1o adequately document compliance with each
criterion. It also identifies the format in which the information should be entered. Finally, the documenis required 1o be available during
k Agency Profile the site visit are listed in addition to your complete policy and procedure manual. For some criteria, there is supplemental information.
Title This is provided lo assist the applicant in the self assessment process and the completion of this document.

Standards, Levels and

i Uniless specifically noted as being a section of the Op P oraC on Opinion, the supplemental
Editions End User i ion should be i y in nature and should not be considered a formal Pro Board policy o procedure.
Delegation of Authority The criteria are subdivided into three sections:
Address Line 1 Section 1: Program Administration (PA) Criteria
123 Main Street Section 2: Test Development (TD) Criteria

Section 3: Test Administralion (TA) Critera

Address Line 2 This document contains fillable fields for you 1o enter your documentation in compliance with the criteria as described in the instructions
on the next page. The filable fields will expangdaaccommodale the length of your response.

Suite 1
City Please clearly indicate how your agency meets that criterion of the associated identified issue. Please ensure:
Anytown » Allthe i ion is

= Only the part of the policy that addresses the identified issue s in the form fleld.
= Each form field is completed.
= NIA Is reported in any form field if the criterion or identified issue is not applicable,

Please do NOT indude peripheral or extransous policy information in the response boxes — only include information needed to address
the criterion.

Please provide infarmation in the following format:

1. Copy and paste info the form field the exact language from your agency's policies that outline how your agency complies with the
criterion of identified issus. More than ane policy, or only a part of a policy, may be necessary.

-0 -

2. Provide both a short description of how your agency complies with the criterion or identified issue and paste the parts of the policies
that apply if it can be more clearly defined with both a description and the policies.

Impartant note: |1 is la to simply refer

Save and Return -

¥ number of name and Include a pelicy manual with your apphication,

Enter Self Assessment for Program Administration (PA) v2 06/01/2021 2



Online Application: The Pro Board

3. Enter Application Self Assessment - Online Accreditation Application
Program Administration (PA) Quick Reference Guide

Enter the PA1 Criterion
See the screen for entering the first PA criterion information. Note that the criterion is stated at the beginning of the screen.

a. For each question or sub-part of the criterion, enter your agency’s text description of how your agency will meet
the stated criterion. Scroll down as needed to complete the information.
NOTE: You may skip a description and leave it blank temporarily, but you must return later to complete it.
NOTE: For each description entry, a set of Microsoft Word text options is available. Use these to change the font
boldface or italics or underlines as needed — to highlight your wording.

b. Atthe bottom of the screen, see a note highlighted in blue to remind you to assemble the necessary
documents and materials for the Pro Board to review during its site visit. Make a list of all of the required
materials for the site visit and make a plan to obtain all of these materials prior to the site visit.

c.  When finished with entry for this section, click the Save and Proceed button to continue. (Or click the
Save and Return button to leave the application entry at this time.)

soemrenane e 2020 Accreditation : Self Assessment
Print .
View Instructions
Jump to:
Progress Report SECTION 1: PROGRAM ADMINISTRATION (PA) CRITERIA
—
How Much of My
Application is Completer  JCRITERION PA1 - 5a
Full |
Vs FUN Agplcstion The agency shall ensure that the certification process is nondiscrimi y and available equitably to all p served by the
Application agency.
2. The written policy. procedure, eic. thai identifes equiltable acoess, including;
Agency Profile For each ion, provide or ibe the fo
2a. of with ais
Standards, Levels and -
i S e e 1. The written poficy, procedure, statute, efc. that addresses nondiscrmination -
Editions Elry o
Delegation of Authority BT |W|iEE T
The following is the policy to address candidates with ities and sdation
Gandidate Certification Dafmons. i dation” ic ad dification to the learni 1
ifi i i i il means any ar € learning i:]
Options and Annual Fees All certification examinations _cond_ucted are open and available tg Sl iaal¥6a ighvidal wilh & GRBIRY-15 Féceie ai equsl opporuniy o AerEIpls, providing such
= sex, handicap, country or nationality. The Department has an Affi accommodations do not involve undue hardship
Warktaing ¢ Eromorion.of files reports with the appropriate state agencies responsible for tH  "Undue Hardship® means significant difficulty or expense in the p afa and
the Pro Board is determined by assessing:
= The nature and cost of the accommedation;
Self Assessment « The size of the budget and resources;
Instructions
2. b. Open acoess for cenilicat i to @ccess application and admin: of the coi prm-vamh

¥ Section 1: Program
Administration (PA) « Elril|fEi=|m

Criteria
S——— Access 1o all cenification applications and documentation is through the Learning Management System. This 24/7
access allows candidates to review examination requirements in their most up-to-date version, Candidates may
apply for an examination, pay necessary fees. and obtain examination documentation.
Nondiscriminatory 2. ¢ An equitable foe structure —
Certification Process

BlZy|lE=i=Elm

Certification fees shall be paid electronically through the Learning Management System and will be
set for each level.

PA1 - Must be Avallable During Site Visit:
1. @ copy of the identified policy, procedure. statule. elc.

7N
) (5c)

Save and Retum

Enter Self Assessment for Program Administration (PA) v2 06/01/2021 3



Online Application: The Pro Board

3. Enter Application Self Assessment - Online Accreditation Application
Program Administration (PA) Quick Reference Guide

6 Enter the PA2 Criterion
See the screen for entering the next PA criterion information. Note that the criterion is stated at the beginning of the screen.

a. For each question or sub-part of the criterion, enter your agency’s text description of how your agency
will meet the stated criterion. Scroll down as needed to complete the information. NOTE: You may skip a
description and leave it blank temporarily, but you will have to return later to complete all text entry.

b. Atthe bottom of the screen, see a note highlighted in blue to remind you to assemble the necessary
documents and materials for the Pro Board to review during its site visit. Add this to the list of all the
required materials to obtain for the site visit.

c.  When finished with entry for this section, click the Save and Proceed button to continue. (Or click the
Save and Return button to leave the application entry at this time.)

seesrenans v 2020 Accreditation : Self Assessment

Print
WView Instructions
Jump to: Procedures for Incumbent
Progress Report CRITERION PA2 Certification Eligibility

Application is Complete? the issue of how incumbents will be deemed eligible to enter the certification system in accordance with the Pro Board

How Mucty of My Within one year of accreditation or extension to a new standard or level of a standard, procedures shall be in place to address. «
Operational Procedures for Certification Implementation Procedures, Section IV

View Full Application

Application Supplemental Information
Agency Profile Incumbent Eligibility Policy:
Standards, Levels and The Pro Board requires a policy to address incumbents when an agency seeks accreditation or extends accreditation to new levels.
Editians Incumbents are not eligible for accredited certification based on experience, training, or time in service unless the agency is
approved for the portfolio process for that level of certification. However, the agency may allow incumbents to begin their accredited
Dielegation of Authority cerlification at a level based on assessments of experience, training, or time in service,
Candidate Certification Example: A long-time chief officer may start his or her centifications at Officer |1l rather than Firefighter | based on a consistently

applied assessment of prior training and experience. The process must be uniformly available and the assessments performed

i F
Optiong ancAnnuatFees equitably for all potential candidates.

Marketing / Promotion of ) )
Alternately, an agency may elect not to allow incumbenis to begin their accredited certification at a level based on those

the Pro Board assessments and require incumbents to be certified by an accredited agency to all of the requirad lower levels before progressing,

Self Assessment

Instructions

Section 1: Program For each question, provide or describe the following:

Administration {PA)
Critaria 1. The written policy, procedure, efc. that addresses how incumbents will be deemed efigible fo enter the certification system within one

year of accreditation or extension to & new standard or leve/ of standard. _

]

B|I|U|[i=|}

During the development of any level of certification, incumbents are addressed by the subject matter
expert team gathered to make policy recommendations. Job incumbency credit is only given to
Criterion PAS candidates in fulfilling chosen prerequisites for the level being sought.

PA2 - Must be Available During Site Visit:

Criterion TD2
terion TO3 1. A copy of the identified policy, procedure, etc. «
Criterion TD4
S Save and Retun 4=
Saction 3: Test

Enter Self Assessment for Program Administration (PA) v2 06/01/2021 4




Online Application: The Pro Board
Online Accreditation Application

Quick Reference Guide

3. Enter Application Self Assessment -
Program Administration (PA)

7 Enter the PA3 Criterion
See the screen for entering the next PA criterion information. The criterion is stated at the beginning of the screen. Also
note that you may click the View Instructions button at the top of the screen to see a refresher of the instructions.

a. For each question or sub-part of the criterion, enter your agency’s text description of how your agency
will meet the stated criterion. Scroll down as needed to complete the information. NOTE: You may skip a
description and leave it blank temporarily, but you will have to return later to complete all text entry.

b. Atthe bottom of the screen, see a note highlighted in blue to remind you to assemble the necessary
documents and materials for the Pro Board to review during its site visit. Add this to the list of all the
required materials to obtain for the site visit.

c.  When finished with entry for this section, click the Save and Proceed button to continue. (Or click the
Save and Return button to leave the application entry at this time.)

srarmane e 2020 Accreditation : Self Assessment
Jump to: il Procedures for

CRITERION PA3 Prerequisite Requirements

Progress Report @
Procedures shall be in place to address the issue of p if required by a or levelofa
candidates are evaluated in the same manner in accordance with the Pro Board O i Pr
Requirements, Section V.

How Much of My
Application is Complete?

, so that all
forP guisi

View Full Application

Application
Agency Profile

Standards, Levels and
Editions

Delegation of Authority
Candidate Certification
Options and Annual Fees
Marketing / Promation of
the Pro Board

Self Assessment
Instructions
Section 1: Program

Administration (PA)
Criteria

Criterion PA2

] n PA3

Supplemental Information
Prerequisite Policy:

This criterion refers to prerequisites identified in a level of a standard usually found
requisite knowledge, and requisite skills are identified. Example from Fire Officer ||
Fire Officer | shall meet the requirements of Fire Instructor 1 ,..".

Non-accredited certifications and other assessments based on experience, documi
in a position may satisfy the prerequisite requirement for a standard or level as outl

The assessment of those items must reasonably satisfy the prerequisite identified i
seeking cerlification and applied fairly and i Hi
accredited certification may not be used to retroactively grant certificatiol

2. The written policy, procedure, ete. that addresses how the current prevequisites for each NFPA standard are addressed, -

B \U| = E|E

Upon application, candidates must provide documentation to prove these are met.

3. The written policy, procedure, etc. for the process that ensures that requisite knowledge for each JPR is verffiedAvalidated through

“Pro Board™ certified to the prerequisite level, the candidate must successfully pass|
accredited agency.

For each question, provide or describe the following:

1. The wiitten policy, , efc. that for sach level, if

B I

=
i

During the development of any level of certification, incumbent
expert team gathered o make policy recommendations. Job inj
candidates in fulfilling chosen prerequisites for the level being

Enter Self Assessment for Program Administration (PA)

raview or testing.

B | I M |=ED

This agency will be testing the requisite knowledge

4. The written policy, procedure, etc. for the process that ensures that the requisite skilfs for each JPR are verified/validated through
documeniation review or testing,

B I U= s

Il

This agency will be tasting the requisite skills.

-

PA3 - Must be Available During Site Visit:
1. A copy of the identified palicy, procedure, etc. «

Save and Return | Save and Proceed -

v2 06/01/2021 5



Online Application: The Pro Board

3. Enter Application Self Assessment - Online Accreditation Application
Program Administration (PA) Quick Reference Guide

Enter the PA4 Criterion

See the screen for entering the next PA criterion information. The criterion is stated at the beginning of the screen. Also
note that you may click the View Instructions button at the top of the screen to see a refresher of the instructions.

a. For each question or sub-part of the criterion, enter your agency’s text description of how your agency
will meet the stated criterion. Scroll down as needed to complete the information. NOTE: You may skip a
description and leave it blank temporarily, but you will have to return later to complete all text entry.

b. Atthe bottom of the screen, see a note highlighted in blue to remind you to assemble the necessary
documents and materials for the Pro Board to review during its site visit. Add this to the list of all the
required materials to obtain for the site visit.

c.  When finished with entry for this section, click the Save and Proceed button to continue. (Or click the
Save and Return button to leave the application entry at this time.)

2020 Accreditation : Self Assessment

o Procedures for Responsiveness to

CRITERION PA4 Groups affected by the Certification Program

groups by the certification program, such as iati labor organizati fire chiefs’
associations, efc.

Procedures shall be in place to ensure that the agency is responsive to the views and opini of izati {l .

For each question, provide or describe the following:

1. The policy, procedure, guidelines, efc. under which the agency solicits, assesses, and responds fo views and opinions of individuals or
arganizations that represent groups affected by the cenificalion program.

B I U i= |= 8

The Department has is a governor appointed board comprised of representatives of major fire service
organizations. It also has representatives from state government and citizens.

2. The names of the izatic and their respecth oh on the agancy's advisory board or commitiee, if an advisory
board model is used. -
Please clearly indicate how your agency meets that criterion or the associated idemtified issue. Please ensure:
B I|u||i=Ezid

+ All the information requested is included
+ Only the part of the policy that addresses the identified issue is in the form field, % i
John and Jane Doe. « Each form field is completed, I View Instructions I

= NiAis reported in any form field if the criterion or identified issue is not

Please do NOT include of policy inf ion in the
the critarion,

boxes — only include information needed 10 address

3. A list of any groups from whom you solicit inpu! that are not represented on the advisory board Pisasa provide Information n the following famst.

1. Copy and paste into the form fietd the exact language from your agency’s policies that cutline how your agency complies with the

B I U = 1= | criterion or identified issue. More than one policy. or only a part of a policy. may be necessary.
== | e
-Or=
IAFC 2. Provide both a short description of how your agency complies with the criterion or identified issue and paste the parts of the policies
. that apply if i can be more clearly defined with both a description and the policies,
FEM Important note: |t is not acceptable to simply reference a policy number or name and include a policy manual with your application
1aAL

PA4 - Must be Available During Site Visit:
1. A copy of the identified policy, procedure, etc. «

Save and Return I Save and Proceed l «

Enter Self Assessment for Program Administration (PA) v2 06/01/2021 6



Online Application: The Pro Board

3. Enter Application Self Assessment - Online Accreditation Application
Program Administration (PA) Quick Reference Guide

9 Enter the PAS5 Criterion
See the screen for entering the next PA criterion information. Note that each criterion is stated at the top of the screen.

a. For each question or sub-part of the criterion, enter your agency’s text description of how your agency
will meet the stated criterion. Scroll down as needed to complete the information. NOTE: You may skip a
description and leave it blank temporarily, but you will have to return later to complete all text entry.

b. Atthe bottom of the screen, see a note highlighted in blue to remind you to assemble the necessary
documents and materials for the Pro Board to review during its site visit. Add this to the list of all the
required materials to obtain for the site visit.

c.  When finished with entry for this section, click the Save and Proceed button to continue. (Or click the
Save and Return button to leave the application entry at this time.)

10 Enter the PAG6 Criterion
See the screen for entering the next PA criterion information. Follow the same steps to fill in the information, then
click the Save and Proceed button.

2020 Accreditation : Self Assessment

View Instructions
Procedures for
CRITERION PA5S Fair Evaluations

Procedures shall be in place to evaluate and respond fairly to appeals of the certification system including individual test
items andfor assessment outcomes.

For each question, provide or describe the following: /1-0\
) ) ) CRITERION PA6 Fair Retest Policy
1. The policy, procedure, etc. that identifies how a may test tems. -
Procedures shall be in place to ensure that a fair retest policy is i applied for i who fail an exam,
B X B||=

For each provide or the

During a written examination, if a candidate has a question, he or she raises his or her ha

to the examination precter. The proctar goes to the candidate to not disturb other candida 1, 1he watten policy, procedure, efc. that addresses the retest policy for each testing methodology. -
question is asked, the proctor evaluates if he or she can answer.

B I U (==X
2. Th licy, procedure, that identifies 1 1) s, E 2 z = = 5
P e jlikialkio iy i el If a candidate fails the written test instrument for a specific level of certification, he or she may retake
REIETIEE a different written test instrument (generated from the same test bank) by reapplying for a future

examination sitting

The candidate may appeal any outcome or test result utilizing the published appeal proce]  Candidates for certification who fail one practical skill in a shall be afforded the opportunity to retake
el the skill failed, one time, on the same day as the failure occurred. Candidates will be allowed no more
than one skill sheet retake during the examination. Practical skills retakes shall be evaluated by an

3. The written palicy, procedure, efc. that identifies how a candidale may appeal a policy, process, or methodology Examiner other than the ongmal Examiner who noted the first failure.

system.

B I U EE & P& - Must be Available During Site Visit:

1. A copy of the identified policy, procedure, etc.

The candidate may appeal any outcome or test result utilizing the published appeal proce|

follows.
Save and Retum lsa\'e and Proceed ]

4. The witten policy, procedure, efc. thal identifies how the agency and the and appeals Jislsdd
above.
B I|U == &

The candidate may appeal any outcome or test result utilizing the published appeal process as
follows.

PAS - Must be Available During She Visit:

1, Acopy of the idenlified policy, procedure, etc -
2. Documentation of any appeals in the past three years.

Enter Self Assessment for Program Administration (PA) v2 06/01/2021 7



Online Application: The Pro Board

3. Enter Application Self Assessment - Online Accreditation Application
Program Administration (PA) Quick Reference Guide

11 Enter the PA7 Criterion
See the screen for entering the last PA criterion information. The criterion is stated at the top of the screen.
NOTE: This is an optional criterion and is to be completed only if the agency intends to delegate authority.

For each question or sub-part of the criterion, enter your agency’s text description of how your agency will meet the
stated criterion. Scroll down as needed to complete the information.

At the bottom of the screen, see a note highlighted in blue to remind you to assemble documents and submit
them as part of the application. (These will be submitted later in the application, following the instructions in ...)

At the bottom of the screen, see a note highlighted in blue to remind you to assemble the necessary documents
and materials for the Pro Board to review during its site visit. Add this to the list of all the required materials to
obtain for the site visit.

When finished with entry for this section, click the Save and Proceed button to continue to the Test Development
(TD) portion of the Self Assessment (go to the next Quick Reference Guide for TD Self Assessment).
Or click the Save and Return button to leave the application entry for now.

2020 Accreditation : Self Assessment

View Instructions

Procedures for
CRITERION PA7 Agency Delegates

If the agency del its ificati hority, proced shall be in place to ensure compliance with the Pro Board
[¢] ' for D ion of ion IX. h
Delegation of Authority: Deleg; 1is the process by which an accredited agency authorizes another agency to conduct certification

on ts behall, The accredited agency is respansible for ensuring that the delegated agency conforms 1o all Pro Board criteria, policies,
and procedures.

delegation of authority, Please put N/A in the response fields if the criterion is not applicable

Note: This is an optional criterion and only needs to be addressed if the agency seeking accreditation has completed the process for -

For each question, provide or describe the following:

1. Alist of all antities to whom authority {0 certity has been delegated 4 PAT - Required to be Submitted with the Application:
1. The most recent delegate site-visit report(s)
BT U |[E=E|EW
Anytown Fire Department PAT - Must be Available During Site Visit:
Beyond the Town Fire District 1. The most recent dalegate(s) site visit report(s),

2. The most recently submitted Self-Assessment Document {(COA 3) by each delegated agency to the primary (parent) accredited
agency.
2. The standards and levels lo which each delegated agency may csni.fys_

3. Ci with as by the site-t leader,

B | I|U|liEE o

Save and Returnl Save and Proceed l«
NFPA 1001 and 1002

3. The written policy, procedure, efc. of the accredited agency that covers del fon of its ficati ty and how it addresses
the criterion. _
B | I |U(=EHE |

By law, this agency may delegate its authority, In writing, as It seems reasonable.

Enter Self Assessment for Program Administration (PA) v2 06/01/2021 8



Online Application: The Pro Board

4. Enter Application Self Assessment — Online Accreditation Application
Test Development (TD) Quick Reference Guide

To enter the self assessment information for Test Development at your agency, follow these steps:

1 Sign On to the Online Accreditation System
If you are not already in the Online System, use a browser and enter the URL link to the Accreditation System:
https://theproboard.org/web-based-application-system/.
See the Pro Board’s Welcome screen, then scroll down and click on the Web-Based Application System button.

On the Welcome screen, enter your User Name and Password and click the Sign In button.

2 Edit the Online Application for your Agency
See a Dashboard or My Applications list of your agency’s applications to date. Click the Edit button to the right of the desired
application line, to call up its details and enter more information.

NOTE: See your user name highlighted in yellow in the top right of the screen. To exit the Online System at any time, click
the Sign Out button.

Infermational Accreditation for Fire Senvice Organizations — fEmw

AboutUs Accreditation Applicants  Accredited Agencies Committee & Board Cerlification Candidates  Contact Us

Welcome to the Accreditation System!

Please sign in, If you do not have an account, you may create one.

User Name

Dottie1- End User

Password

» l Sign In l Forget Password | Create an Account

International Accreditation for Fire Service Organizations — f =Mmw

About Us  Accreditation Applicants  Accredited Agencies Committee & Board Certification Candidates Contact Us

Dashboard My Account My Applications FAQs
: - Welcome, Dottie Keene- End User!  gign out
Application Y Agency Y  Assignment T LastAction Y ‘
- 2020 Accreditation XYZ Fire District Pending 04/26/2020

Enter Self Assessment for Test Development (TD) v2 06/01/2021 1



Online Application: The Pro Board

4. Enter Application Self Assessment — Online Accreditation Application
Test Development (TD) Quick Reference Guide

3  Navigate to Self Assessment Test Development
See the first screen of the application in progress: the Agency Profile contact information. Scroll down to see the
lefthand menu list section for Self Assessment and see that there are four sections of Test Development (TD) to enter.
Scroll further and click on either the Section 2: Test Development (TD) Criteria link or the Criterion TD1 link (they take
you to the same place).

4 Enter the TD1 Criterion Information
See the screen for entering the first TD criterion information. Note that the criterion is stated at the beginning of the screen.

a. For each question or sub-part of the criterion, enter your agency’s text description of how your agency will
meet the stated criterion. Scroll down as needed to complete the information. NOTE: You may skip a
description and leave it blank temporarily, but you will have to return later to complete all text entry.

b. Atthe bottom of the screen, see a note highlighted in blue to remind you to assemble the necessary
documents and materials for the Pro Board to review during its site visit. Make a list of all of the
required materials for the site visit and make a plan to obtain all of these materials prior to the site visit.

c.  When finished with entry for this section, click the Save and Proceed button to continue. (Or click the
Save and Return button to leave the application entry at this time.)

Intemational Accreditation for Fire Servico Drganizations G (=0 v

AboutUs Accreditation Applicants  Accredited Agencies  Commities & Board  Certification Candidates  Contact Us.

Welcome, Dottie Keane- End User! sipn Out

Self Assessment - sermans v 202() Accreditation : Self Assessment

Instructions Pt
View Instructions .
Section 1: Program Jump to: NFPA PRO QUAL Standards form the basis
Administration (PA) Progress Report CRITERION TD1 for accredited certification testing
Criteria i M O My Procedures shall b in place to ensure that the National Fra Protection Association's (NFPA) Fire Service Professional
Application is Complete? , or other approved by the National Board on Fire Service Professional Qualifications {Pro
Criterion PA1 Eourﬂ] are the basis upon which aceredited certification testing is conducted.
ot Lo E View Full Application
. Note: A list of standards and |evels 1o which the Pro Board has granted accreditation to certify can be found at on our website at
Criterion PAZ Application itps:itheproboard orgidecurments/
o Agency Profile
Criterion PA3 For each gquestion, provide or describe the following:
Standards, Lovels and
Criterion PA4 it 1. The written poficy, procedere, elc, that Spiales that the corifcation 63t is Based upon NFPA o olfer approved SHINdERs, -
Criterion PAS Delegation of Authority SR
Candidate Certification x
Criterion PAG Options and Annual Fees . : X X _
) The following Mational Fire Protection Association standards shall be used as the standards for
Criterion PA7 MEarting T Exction of Massachusetts Fire Service certification for the following levels: Eirefighter | and Il :NFPA Standard
= e the Pro Board 1001, Standard for Firefighter Professional Qualifications
= 1£. 1esl
s e s Self Assessment
nent (TD)
= Instructions
o
Section 1: Program 2. ldentification of any sftandards of levels for which the Pro Board has mot previously granled accreditation and for which approval to
Criterion TD Adeministration (PA) centify is being sought, &
- Critena
riterion T B I N EEA
Criterian PA2 Nane
Critenon PA3
Criterion PA4
Criterion PAS
TD1 - Must be Available During Site Visit:
Crilerion PAG i «
Critéiion PAT 1. Acopy of the identified policy, procedure, etc.
Section Z: Test
Development (TD) Save and Return I Save and Proceed I
Critena

¥ Criterion TD1

Enter Self Assessment for Test Development (TD) v2 06/01/2021 2



The Pro Board
Online Accreditation Application
Quick Reference Guide

Online Application:

4. Enter Application Self Assessment —
Test Development (TD)

Review the TD2 Criterion
See the screen for criterion TD2. Review the criterion listed at the top of the screen and read through the Supplemental
Information on justifiable methodology. Scroll down as needed to complete the review and go to the TD2 information entry.

2020 Accreditation : Self Assessment

View Instructions

CRITERION TD2

$ ©

The agency shall have the ability to completely test the level(s) of each applicable standard with justifiable 1est methodologies,

Supplemental Information

Justifiable Methadology:

The agency shall determine. and be'able to justify the candidate test methodgl
requiste sxill identied in the standard, Typical methodclogies include cogni
preduct/project assessments, process assessments, and portfolio assds
determination of assessment methodology. Higher level Job Performance R
methodologies in addition o traditional cognitive and psychomotor meathododls

1. Cognitive Written (Knowledge) Assessment Methodology:

Cognitive writlen (knowledge) assessmen methodology is used lo evaluate
witten test in which the candidate is required to provide specific answers 1o
standardfevel o which the candidate ks seeldng cartification. These respon:
that has baen determined 1o be comrect through tha kocal validation process.

L3

Complete Coverage:

For cognitive assessments, complede coverage of the standand requd
encugh questions comalated 1o either each JPR or each requisite kng

The genaration of a lest instrument from that database can be done §
that database. A preferred method i a stratified random seisction ol
comelated questions. In othar words, a number of guestions randomi
each JPR or reguisite knowledge.

The random salection can also be prioritized to not only ensure comg
knowledge areas. In other words, more quastions can be selecied
priority areas. Those priorites should be determined by a documente:
criliafia, In all cises, thi process used lo generate lest insinimaents s

‘1

nent Meth

2. Payi r {Skills) A
Psychomotor (skills) assessment methodology |s used bo evaluate a candida
skills performance evaluation. Candidates are required 1o comectly perdorm
of the JPR and are evalusted on thelr directly abserved pertormance, Comet!
as pari of the yes/no or passifadl scorning checklest.

gy

Fot psychomotor assessments, complete coverage of the standard
al lzast one skills assessment lem correlated to either each JPR o

Random salection, stratified random selection, andior priofitized randg
of skilis agsessment fems are acceplable methods of ensuring comgl
paychomotor testing. In all cases the process used to determine the
each standard should be documented and repeatable:

3, Product Assessmant Methodology

Product assessment mathodology is used to ovaluate & candidate’s abfity to perform @ cognftive skl which cannol be dinectly
cbsonsed but s evaluated on how an individual compleles the task ovlcome. An agency gives the studen! an assignment that
redquires the application of knowledge to yield a product, A trained evaluator scones this product after the: student submits it The
product ks graded wsing identified sconing criteria such as a rubric.

Examples inchude creating ala budget, repor, propesad, memorandum, |etter, lesson plan, incsdent action plan, or outling,

These produects may be completed oulside of the classreom or oul of difect observation of an evalualor and submitted fo the
evaluator. Products ara not assessed in real tima and may have more than one acceplable oulcome. After a product is: submitied. a
nbic or other scoring criteria. epproved by the COA, is used to facilitate inter-rater refiability by aowing the evaluators o
differentiate consistently between different degrees of candidate performance.

4, Process Assessment Methodology

Procass Assessment Methedology is used fo evaluste a candidate’s abdity fo use mental activity 1o parform a cognitive skill. An
evahialor cannot direcly obsenve this mental process, The trained evalualor grades the student in real time, wsing identified scoring
critania such 83 a rubsic which may faciitale inter-rater refiabality by allowing the evaluator to differentiale consistently batween
different degrees of candidate performanca. There may be more than cnae acceplable outcome:

An Essesament [s ikely a process if;

« The evalusior s witnassing the apphcation of knowledge in real tima, and the physical actwily is not the fecus of the assessment
» The evalupior ta assessing the candidate’s knowledge to complete a task by having the candidate verbalze what they are thinking
of i mental sieps they are making 1o anive al an answer

Process assessments typically require the candidate to apply knowledge through verbalizing ideas of slaps i the
evaiiator. Examples incinde the evalzation of a candidate;

« Conducling size-up of an emergency

» Conducling an inspection

= Delivering a discipling or counseling session

& Interpcting with the subject of an investigation, a mamber of thir public, or whilis conductng an inspection
« Defiveting a presentation

= Administering an examnalion

5. Portfolio Assessment Methodology

Portiolio assessment is used o evaluate compliance with the JPRs or objectives of the appropeiate standard

by evaluating documentation of the candidate’s expanence, training, and education. Typlcally, porticlio assessmant may be
accomplished without directly testing the JPRs, but they must have been evalualed i a manner conststant with the verbs used in the
Critieal Component. Portiolio assesament may be accomplishad in combination with ather testing or assasament methodologies.

Certification based salely on pordolio assessment must mest a8 JPRs of a geven standard.  Certification based on a combination of
particlio and ciher methodologies may use a salscion as allowed by ofher methodsogies.

Thes portiolio ks evaluated using crileria which have bean identified by the agancy and approved by the COA. These criteria facilitate
inter-rater reliabdity by allowing the evaluator 1o consistently give credit for experience, iraining, and education rom oulside sources.
Agencies wishing 1o employ thes melhed musl create a list of aceeplable documents or items for aach JPR,

The documatation provided by the candidate must indicate the condidate perfoimed each JPR according to the verbs in each

JPR. is likely not appropriate 1o evaluate those standards which are primarty psychomolor, such as NFPA 1007, 1002, 1003,
1005, or 1006, and Iower bevels.of NFPA 1051, 1072, 1081, and oihes standards that ane predominantiy physical. Agencies shall e
the curment slandard when evaluating porfolios.

6. Other Assessment Methodology:

Thi: cshar assessmaent methadology column in the Assessment Methodology Matix i used 10 identity & vahd and meliatie
assessment 1ol for all or pant of a certification assessment thal is nol described above,

Enter Self Assessment for Test Development (TD)
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Online Application: The Pro Board

4. Enter Application Self Assessment — Online Accreditation Application
Test Development (TD) Quick Reference Guide

6 Enter the TD2 Criterion Information
See the screen for entering the next TD criterion information. Note that the criterion is stated at the beginning of the screen.
a. For each question or sub-part of the criterion, enter your agency’s text description of how your agency
will meet the stated criterion. Scroll down as needed to complete the information. NOTE: You may skip a
description and leave it blank temporarily, but you will have to return later to complete all text entry.

Important Note: The submission of the required Assesament Methedalogy Matrices or other accapiable documentation of compliance
with this griterion shall be taken as affirmation thal the submitter has reviewed and is in compliance with the information conained in he
follewing document

Justifiable Test Methodology

For each question, provide or describe the following:
1. The wrilien policies, proceduras, i, wied [o produce fest instruments thal ansurd complate covarage of the applicable slandacd,
B T U||E=EHE N
Subject matter experts of the development team determine the total number of quastions. Then, the
written examinations are generated utilizing stratified random selection. It is divided by the number of
specific categories listed in the standard and those considered mare critical will be assigned more

questions. The list is printed and placed in the examination log for use when a written examination is
generated.

2. The wrillen procedures used to salec! justifiable test iterm methodologies (cognitive, psychomalor, product/project, process, portfolio,
ar ofher).

B I U|li=ii= A

The subject matter experts ulilize action verbs throughout the standard to correlate to all methodologies.

3. The written procedures thal ensure if multiple levels of & standard or different standards are being tested within a single fesf

instrument that the candidate is graded on those different levels separataly. (Note: If multiple levels are not being tested within a single
test instrumend, this does nof need to be addressed.)

B- | X U=l

Multi-level examinations will be scored separately.

4. The written policies, proceduves that idemifes the fechaical materal(s) or lexts upon wivch the tests are based, _
g|I|u i==|1

Technical materials utilized will only be nationally published documents.

£, The written policy, procedure, ete, for the process that verfies that requisite bnowledge for each JPR is altalned pror (o or with the
cartification festing. This may be accamplished through documeriation revigw or tesling.

B I U == a

Each candidate will pass a written test to verify the criteria,

Enter Self Assessment for Test Development (TD) v2 06/01/2021 4



Online Application: The Pro Board

4. Enter Application Self Assessment — Online Accreditation Application
Test Development (TD) Quick Reference Guide

6

Enter the TD2 Criterion Information (continued)

b. Atthe bottom of the screen, see two notes highlighted in blue. The first note indicates what you are to
submit with the application. The second note reminds you to assemble the necessary documents and
materials for the Pro Board to review during its site visit. Add this to the list of all the required materials
to obtain for the site visit.

c.  When finished with entry for this section, click the Save and Proceed button to continue. (Or click the
Save and Return button to leave the application entry at this time.)

5. The wrilten policy, procedure, efc, for the process that vanfies that the requisite skils for each JPR 15 altained pror fo or with the
cerification testing. This may be accompiished through documeniaion reviaw or 18sting

B:| T |[W||iE:4= |

Each candidate will pass a skills test to verify the criteria.

6b

TDZ2 - Required to be Submitted with the Application:

=

- A complatad onfine Assessment Methodology Malrix that includes all lems available Tor testing thal demonsirates complete coveraga
and ientifies the assessment mathodology for each standard/level for which the agency is seeking accréditation.

Motes on Matrices:

-

Assessmeni Methodology Mafrices Worksheats (AMMW) can be requested by contacting the Accreditation Manager. Formal
Applications must utilize the AMM found in the Online Application Systam,

[

The onling Assessment Methodology Matrices should be completed based on the test bank, skills sheets, productiprojects,
processes, portfolio or other testing processes available after they have been locally reviewed and validated as some test ilems
may be deleted or added during that process

o

It is acceptable to use more than one (1) assessment methodology within a single JPR.

Y

. Assessment Methodology Matrices submitted after the Self Assessment decument may be reviewed on the site visit at
the discretion of the site visit team leader and COA Chair.

-y

TD2 - Must be Available During Site Visit -
. Accopy of the identified policy, procedure, etc,

A copy of the process used by the agency to complete local validation for each methodology used.

@

Acompleted online Assessment Methodology Matrix for each standardflevel for which the agency is seeking accreditation.

e

All evaluation tools listed on the AMMS and the ability to sort them by JPR and demonsirate that each item assesses the idendified in
that JPR.

o

All cognitive test items {questions) identified on the AMMS and the ability o sort them by JPR and demonstrate that the quastions
assess the knowledge identified in that JPR.

-

All productiproject, process, portfolic and other process materials identified on the AMM,

e

Identification of, and access 1o, any delegated entities that certify to a standard or level to which the parent agency does not
certify.

7N\

Save and Return | Save and Proceed - @

Enter Self Assessment for Test Development (TD) v2 06/01/2021 5




Online Application: The Pro Board

4. Enter Application Self Assessment — Online Accreditation Application
Test Development (TD) Quick Reference Guide

7 Review the TD3 Criterion Information
See the screen for criterion TD3. Review the criterion listed at the top of the screen.

Read through the Supplemental Information on procedures for valid and reliable tests and test results.

Note that application entry of test development is extensive and is divided into sections for five categories of assessment
methodology. Scroll down as needed to complete the review and go to the TD3 information entry.

CAUTION- TD3 is a very long segment requiring a lot of data to be entered
and reviewed. “Save and Proceed” or “Save and Return” frequently. If the
web connection or WiFi choses to “time-out”, one may lose the data entered
or prevent further data from being entered.

CRITERION TD3

Procedures shall be in place within test development, administration, review, and improvement processes to ensure the
production of valid and reliable test instruments and test results.

" Supplemental Information

Validity and Reliability:
Validity: Test validity refers to the degree to which the lest actually measures what it Is intended to measure,

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

The Relationship of Reliability and Validity: Test validity is a prerequisite to test reliability. If a test is not vaiid, then reliability is
insignificant bacause consistency across iterations of a test that does not measure what it is intended to measure is meaningless.
Similarly, a test 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 Pro Board's goal is for accredited agencies to develop valid test items, generate valid and reliable tests, administer those tests in
a consistent way to help ensure reliability, review the test item and test instrument statistics, make adjustments to the test items and
test instruments to improve the validity and reliability of the candidate assessments. This criterion is meant o help you assess your
performance in those areas for each test methodology that you use.

There are five categories of assessment methodology that an agency may use to assessitest candidates;

T3 - A - Cognitive

TD3 - B - Pasychomolor

TD3 - C = ProductiProject based
TD3-D - Process

TD3 - E - Portfolio

TD3 - F - Other

This criterion requires the agency to complete all the sections under each methodelogy that the agency uses in any of its candidate
assessmentsitests. |t is acceptable to use more than one assessmentl methodology within a single JPR,

Enter Self Assessment for Test Development (TD) v2 06/01/2021 6
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4. Enter Application Self Assessment — Online Accreditation Application
Test Development (TD) Quick Reference Guide

8

Enter the TD3 Criterion Information —
TD3 — A. COGNITIVE WRITTEN (KNOWLEDGE) ASSESSMENT METHODOLOGY
A. Cognitive Test Item Development

Review the description and supplemental information about this assessment methodology. See the fields for entering
the next TD criterion information.

a. For each question or sub-part of the criterion, enter your agency’s text description of how your agency
will meet the stated criterion. Scroll down as needed to complete the information. NOTE: You may skip a
description and leave it blank temporarily, but you will have to return later to complete all text entry.

l TD3 - A COGNITIVE WRITTEN (KNOWLEDGE) ASSESSMENT METHODOLOGY

Cognitive written {knowledge) assessment methodology is used lo evaluate a candidate's subject matter using a written test
in which the candidate is required to provide specific answers to specific questions related to the JPRs of the*®hdardievel to which the
candidate is seeking certification. These responses are then securely scored in refation to the answer that has been determined to be

correct through the local validation process,
Supplemental Information «

Note: As used here, a “test item” is a sinagle test question, and a “test instrument” is the set of questions used to evaluate the
candidate{s).

Test ltam Development:

There are several ways to ensure validity of test items as they are developed andlor reviewed. An agency may use the expertise of
affiliated educational institutions and employ multiple andfor quite sophisticated validity and reliability assessments. However, at a
minimum, a process may be used which empleys a team of subject matter experts (SMEs) lo develop or review lest items.

The team of SMEs shall ensure:

« guestions are well formed and appropriately correlated to the standard.

= correct answers are sound and appropriately correlated,

= reasonable distractors are used (if mulliple choice).

= skills sheels, product/projects and portfolio processes are similarly assessed.

This process should be documented, secure, and repeatable, and in no way compramise the security of the test items developed or
reviewed.

Generating Test Instruments:

The group of test items (test bank) for a given standard or level must have a sufficient number of 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
that are going to be tested cognitively.

Random selection from that correlaled bank of test items can then be used to generate a test instrument. Another methodology of

selection is stratified or targeted random selection, where the random selection is done from the subsets of tast items for each
section of the standard for which cognitive evaluations are used.

Procedures for developing or reviewing itive test items for validity,

For each question, provide or describe the following:

[H. Cognitive Test ltem Development

A 1. Does the agency use cognitive fest flems for any levels of certificalion thal are developed by an outside agency or company,
somelimes referred 1o as a third-party? Plaase answer “yes" or "no".

Br|d]|i=lE N

Yes

If *Yes®, complete both "A" and "B below

Enter Self Assessment for Test Development (TD) v2 06/01/2021 7
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4. Enter Application Self Assessment — Online Accreditation Application
Test Development (TD) Quick Reference Guide

8 Enter the TD3 Criterion Information — (continued)
TD3 — A. COGNITIVE WRITTEN (KNOWLEDGE) ASSESSMENT METHODOLOGY
A. Cognitive Test Item Development — (continued)

a. Continue to enter the TD criterion information.

A.1.a. Name and contact information of the developer (cogrilive les! dems) -
BT |U|li=liz|

Test makers International

washingtan, ©C

A.1.b, Procedures for developing cognitive fest thems for validity, This should be provided by the developer of these fes! fems. -
B I U| = =il
The development team consists of ten (10) job incumbents that have advanced experience in the

occupation for which the bank is being developed. They utilize one person from a certification

agency, one officer who directly supervises the job incumbents, and two instructors who teach in the
area.

Note: Please check with the Accreditation Manager 1o see if this information has already been provided by the developer and if so,
indicate that in the boxes babaw,

A2 Does the agency use cognifive fast items for any levels of cerification that are developed In-house through an agency process?
Please answer yes” or "no”

B M S SR

Mo

if "yes®, please identify;
A.2.a Procedurés for developing “in-house” cognitive test items for validify -
B I M ==

A

A.2.b. The qualificalions of person(s} responsible for developing the cognitive test flems. -

Enter Self Assessment for Test Development (TD) v2 06/01/2021 8
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4. Enter Application Self Assessment — Online Accreditation Application
Test Development (TD) Quick Reference Guide

8 Enter the TD3 Criterion Information — (continued)
TD3 - A. COGNITIVE WRITTEN (KNOWLEDGE) ASSESSMENT METHODOLOGY
B. Cognitive Test Item Local Review
b. Enter the next TD criterion information.
Ie. Cognitive Test Item Local Review
B.1. Procedlures for raviewlig cogRitive tast iems - @

B|r u = |1

A local SME team is called to review all questions.

B.2. Procedures for genarating cognifive fest instruments, -

0 |

'
i

B|I|U

Cognitive tests instruments are created by using software. Categories within the level to be examined
contain a number of guestions from which to choose. The stratified random method is ultilized
whereby the test writer selects at random the predetermined number of questions for that category.
Once selected, the test is scrambled, saved, and printed. Each written examination is different
utilizing the same test items. After the exam is administered and validated, one copy remains in the
file and the copies used in the field are shredded.

B.3. Procedures for deterrmining a passing score (cut score) for cogatiive tesis. -
B I W == 1

Cut scores have been set at 70% for written exams.

B.4. Procedures for cogmitive test am and fest instrument analysis. —

B || EEIN

Test item analysis occurs locally after the use of a test instrument. The test statistics generated by
the software are reviewed for errors or irregularities. If the item is a problem, it is corrected or
replaced. The specific test statistics are group scores, test statistics, and item statistics. These
statistics are also uploaded back to the test-item bank for future review against many item
administrations.

B.5 Procedures on how o use the cognitive fes! analysis to make decisions for test item and test improvernent with regard fo validity
and refiabifiry.

B I W|iEED

After each exam, the statistics are uploaded into the test item bank. Each question is reviewed
statistically to determine if any are not appropriate. If a question has deemed a problem, credit for the
question is given to the candidate and the gquestion is rewritten or deleted. Questions that

are appealed are also reviewed to determine the validity of the appeal. Each time an examination is
given and the test items are reviewed, the problem areas diminish,
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4. Enter Application Self Assessment — Online Accreditation Application
Test Development (TD) Quick Reference Guide

8 Enter the TD3 Criterion Information — (continued)
TD3 - B. PSYCHOMOTOR (SKILLS) ASSESSMENT METHODOLOGY

A. Psychomotor or Skills Assessment Development

c. Enter the next TD criterion information.

TD3 - B PSYCHOMOTOR (SKILLS) ASSESSMENT METHODOLOGY I

Psychomotor (skills) assessment methodology is used to evaluate a candidate’s ability to perfon asks using a real-time skills
performance evaluation. Candidates are required to correctly perform the physical task/skill identified™By the critical components of the
JPR and are evaluated on their direclly observed performance. Correct performance outcome of the skill is normally indicated as part of
the yesino or pass/fail scoring checklist

Note: As used here, a “test item’” is a single skills evaluation and/or skills evaluation checklist, and a “test” is the entire set of skills used

in a candidate evaluation regarding this methodology (skills) for a given standard or level.

For each q i provide or ibe the

A. Psych or Skills A Develog I«

A1 Does the agency use skills test items (skill sheets) for any levels of cenification that are developed by an outside agency or
company, somelimes referred o as a third-party? FPlease answer "yes" or "no”

B| I Ui m
A.2. Does the agency use skills test items for any level of il ion that are o wped in-h through an agency process? Please
Mo enter "yes” or "'na”.
B I U

If "yes", please complete both "A" and "B" below:
A.1.a. Name and contact information of developer (skills test items) _

B|I|lY If "yas", plaase identify:

k

Ty A.2.a Procedures for developing “in-house” skills lest items for validity -

B Z|UW||IE=E

A.1.b. Procedures for developing skills test items for validity. This should be provid

Subject matter experts write skill sheets based on nationally recognized reference materials and
contemporary best practices.

The team creates/validates manipulative skills shests for the objectives requiring this assessment.
They utilize the nationally published reference documentation as a best practices foundation. Some
items within the documentation may be altered to address fire service needs andior the needs of the
examination environment. i.e. - time constraints.

Note: Please check with the Accreditation Manager 1o see if this information has
indicate that in the boxes below.

A.2.0.The qualifications of for ing the resrirems.-

Subject matter experts are employed to review these items.
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4. Enter Application Self Assessment — Online Accreditation Application
Test Development (TD) Quick Reference Guide

8 Enter the TD3 Criterion Information — (continued)
TD3 - B. PSYCHOMOTOR (SKILLS) ASSESSMENT METHODOLOGY

B. Psychomotor Test Item Local Review

d. Enter the next TD criterion information.

B. Review:
Psychomotor Test ltem Local Review

B.1. Procedures for reviewing skils tes! ilems for validity -

B I U == 49

Subject matter experts are employed to review these iterms,

B.2 Procedures for generating skills tests, including the selection of skils to be lested by the candidate{s). _
B I U = =3

A selection of skill sheets are placed into various shkill stations to simulate incident expectations. For example, test
items to carry a ladder, raise the ladder, climb and descend a ladder. and lower the ladder to the ground are
individual skill sheets. There are 5 skills stations during each firefighter examination addressing categories within
the NFPA 1001 standard.

B.3. Procedures for defanmining & passing scove (cut score) for skills tests or fest feams, -
B I[W|E ="

Candidates must achieve a minimum passing score of 70% on each skill sheet for each of the levels
below. Each candidate must pass every skill sheet assigned to the practical examination to be
successful.

B.4. Procedures for skils test item and Skils test analysis. -
B I U i = &

Skills examinations are validated and improvedirevised as necessary based on the candidate's
perfaormance.

B.5, Procedurgs on how (o use the analysis to make decisions for fest ilem and test instrument improvement with regard to validity and
rediability, &

B X [U|i=i=lH

If a skill station is generating many failures, an on-site review with the chief examiner is conducted lo
determine if a station script is not transmitting the correct instruction, a skill sheet is not written
correctly, etc. The chief examiner is empowered to make script changes as necessary to provide
correct instruction. Once this change is made, the typed script is altered permanently before being
used at ancther examination, If it has been determined a skill sheet is out of sequence or missing a
task, a recommendation for change is made to the Program Coordinator. After review against
reference documents and best practices, the sheet may be altered.

Enter Self Assessment for Test Development (TD) v2 06/01/2021 11
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4. Enter Application Self Assessment —

The Pro Board

Online Accreditation Application

Test Development (TD) Quick Reference Guide

8 Enter the TD3 Criterion Information — (continued)

TD3 - C. PRODUCT/PROJECT BASED ASSESSMENT METHODOLOGY

A. Product/Project-based Assessment Development

e. Review the supplemental information about this assessment methodology, then enter the criterion information.

I TD3 - C PRODUCT/PROJECT BASED ASSESSMENT METHODOLOGY ]

Product assessment methodelogy is used 1o evaluate a candidale’s ability to perform a cognitive skill ot be directly observed
but is evaluated on how an individual completes the task outcome. An agency gives the student an a hat requires the
application of knowledge to yield 2 product. A trained evaluator scores this product after the student suC™we™. The product is graded
using identified scoring criteria such as a rubric.

" A.1.b. Procedures for devel
Supplemental Information

These products may be completed outside of the classroom or out of direct observation of an &

evaluator. Products are not assessed in real time and may have more than one acceptable ou

Gl
rubric or other scoring criteria approved by the COA is used to facilitate inter-rater reliability by afjo
consistently between different degrees of candidate performance.

Ring p !

t test items for validity. This should be provided by the developer of these test items, _

This information is on file with the Accreditation Manager.
Examples include creating a/an:

» Budget

- Report Flease provide answers to items 1 through 5 below. This should be provided by the developer of these test items

* Proposal B X _— o . . =
Mote: Please check with the Accreditation Manager to see if this information has already been provided by the developer and if so

* Memorandum indicate that in the boxes below.

» Letter

1
= Lesson plan

Alc The ications of responsible for ing projects -
= Incident action plan
» Outline B I U [=EEDE
This infarmation is on file with the Accreditation Manager.
For each question, provide or describe the following:

IA.r project-based D l

A1.d. The processes used to develop projects fo validly and reliably meet applicable job performance requirements or objectives of the
A_1. Does the agency use project-based assessments for any level of cerlification that are developpd

appropate standard
sometimes referred to as a third-parfy? Please answer "yes" or "no”, -
3 | B|I|W||=
B | IR ==
‘Yes

This information is on file with the Accreditation Manager.

A.1.f. The procedures for post-administration analysis of the project review process for validity and refiability -
If "yes", please complete both "A”" and "B" below:

;. ; B I
A.1.a. Name and contact information of developer of the product/prajects. -

[

W

i
i

B X || =

T
Il

This information is on file with the Accreditation Manager,

AL The p for post

analysis of the project review process for validity and refiability -
B|E M| EE

[ |

This information is on file with the Accreditation Manager.

Enter Self Assessment for Test Development (TD) v2 06/01/2021
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4. Enter Application Self Assessment — Online Accreditation Application
Test Development (TD) Quick Reference Guide

8 Enter the TD3 Criterion Information — (continued)
TD3 — C. PRODUCT/PROJECT BASED ASSESSMENT METHODOLOGY

A. Product/Project-based Assessment Development — (continued)

A 1.g. Procedures fo use the analysis to make decisions for improvement with regard fo validily and reliability -
B I Y |E=E|iE @

This information is on file with the Accreditation Manager.

A 2 Doas the agency use project based assessmenis for any level of cerfification that are devaloped in-house through an agency
process? Please answer “yes" or "no”,

B I U =40

Mo

If yes, please provide answers lo items 1 through 5 below:
A.2.a, The qualifications of person(s) responsible for developing product/projects -
B (I U|E=E|EN
N/A
A.2.b, The processes used lo develop product/projects fo validly and reliably meel applicable job performance requirements or
objectives of the appropriate standard
B |I|Wl=is|H

NfA

A.2.c. Adescoption of the final product that is produced upon complefion of the productiproject -
B I | W == m

MNiA

A.2.d. The procedures for post-administration analysis of the produckiproject review process for validily and refiability -
B I ||| = A

A&

A.2.e, Procedures fo use the analysis to make decisions for improvement regarding validify and refiability -
B|I|U |EED

N
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Online Application:
4. Enter Application Self Assessment —

The Pro Board

Online Accreditation Application

Test Development (TD) Quick Reference Guide

8 Enter the TD3 Criterion Information — (continued)

TD3 - C. PRODUCT/PROJECT BASED ASSESSMENT METHODOLOGY

B. Product/Project-based Assessment Administration

f.  Enter the next TD criterion information.

[ B. Product/project-based Assessment Administration
B.1. The refationship, if any, with a course of study or training. -
B | T |U|[E=|i=|t

il

Product methodology Is used for Fire Instructor II only,

B.2. If the project is individual-based or group-based. -

|

B I U

§

Ll

This is only wsed for indlvidual-based.

B .3 The environment in which the work is to be complefed (in classroom or outside), the level of supervision (proctored or not), the time
alfowed for completion, and the format of the required submission by the candidate(s). -

B|I U

il

i
d

m
ral

Classroom anky.

Enter Self Assessment for Test Development (TD) v2 06/01/2021
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Online Application: The Pro Board

4. Enter Application Self Assessment — Online Accreditation Application
Test Development (TD) Quick Reference Guide

8 Enter the TD3 Criterion Information — (continued)
TD3 — C. PRODUCT/PROJECT BASED ASSESSMENT METHODOLOGY

C. Product/Project-based Assessment Evaluation

g. Enter the next TD criterion information. NOTE: If you leave any of these descriptions blank, they will cause an
error message to appear before you can submit the online application; they must be filled in later.

l €. Product/project-based Assessment Evaluation l .

C.1. The qualifications of the personis) responsible for evaluating productiprajects.

B|I | U||E=EE

(R
g

[left blank — will need to be filled in later] -

C.2. The evaluation process that ensures each candidafe has achieved the applicable job performance requiremenis or objectives of the
appropriate standard whether the productioroject is individual-based or group-based.

B|I|U||iE ||

[left blank — will need to be filled in later] «

C.3. The process for sefting a passing grade (cut score) for the product/profects

B| X |U||=iE A
[left blank — will need to be filled in later] -

C.4. The process lo assess the accuracy and consisiency (inter-rater reliability) of evaluators of the productprojects

[left blank — will need to be filled in later] «

C.5. The safeguards in place to minimize the potential for fraud during the preparation and submission of the productiprojects

B | L|lUW||E= =D

[left blank — will need to be filled in later] -
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Online Application: The Pro Board

4. Enter Application Self Assessment — Online Accreditation Application
Test Development (TD) Quick Reference Guide

8 Enter the TD3 Criterion Information — (continued)
TD3 — D. PROCESS ASSESSMENT METHODOLOGY

A. Process-based Assessments Development

h. Enter the next TD criterion information. NOTE: If you leave any of these descriptions blank, they will cause an
error message to appear before you can submit the online application; they must be filled in later.

l TD3 - D PROCESS ASSESSMENT METHODOLOGY I

Process Assessment Methodology is used to evaluate a candidate’s abdity to use mental activi
evaluatar cannot directly observe this mental process, The trained evaluator grades the studed
criteria such as a rubric which may faciitate inter-rater reliahility by allowing the evaluator to diffd
degrees of candidate performance.  There may be more than one acceptable outcome.

Supplemental Information «

» The evaluator is witnessing the application of knowledge in real time, and the physical activity is not the focus of the assessment
» The is ing th 'S ta complete a fask by having the candidate verbalize what they are thinking
or the mental steps thay are making 1o arive at an answer

s cognitive skill. An
uging identified scoring
finsistently between different

An assessment is kely a process if:

Process 332955'“0"‘3' 1?9'01551:0""0 1he i?i'dﬁ!ﬁ 1o apply knowledge through verbalizing idel 4 1 & The qualifications of the third-party persan(s) responisible for developing the process assessments

Pl B I ¥ == 3 [left blank — will need to be filled in later]
+ Conducling an inspection
& Deli g a discipline or ing session

« Imteracting with the subject of an investigation, a member of the public, or while conducting a
= Delivering a presentation

= Administaring an examination

A 1.d. The procedures used by the third party fo develop process-based assessments to valldly and reliably meet applicable job

perfarmance requirements or objectives of the appropriate standard
For each question, provide or describe the following:

P based A Deval
IA. L I

A1 Does he agency use process-based assessments for any level of cevtilficalion that are deve
covmpany, sometimes referred to as a third-party? Please answer "yes” or "no”.

IS |

B 1 u

B I U 0 |
A Le A description of the acceptable cognifive skills or mental processes 1o be assessed
[left blank — will need to be filled in later] slrly == @
I "yes", please complete both "a" and "b" below
A.1.a Name and confac! information of developer of the process (third-party)
AL The far ar luafing the mental o be assessed for validity and refiability
B I U |iEEX
B || ¥ EED
Alb Py for ing pr hased test items for validity. This should b
test flems Alg. o use the lysis to make decisions for i regarding validity and reliability
B I U =| =} E I U == 3

Pease provide answers 1o ilems 1 through 5 below, This should be by the af

MNote: Please check with the Accreditation Manager to see if this information has already been provided by the developer and if so,
Indlcate that in the boxes below
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Quick Reference Guide

8

Enter the TD3 Criterion Information — (continued)

TD3 - D. PROCESS ASSESSMENT METHODOLOGY

A. Process-based Assessments Development — (continued)

A.2 Does the agency use process-based
“na”.

aiments for any level of cenification that are developed in-house? Please answer "yes" or
B I U iz 4@

[left blank — will need to be filled in later]

If "yes", please provide answers to items 1 through 5 below

B I U i

A.2.a The qualifications of person(s) responsible for developing the process-based assessments
=l

i

A.2.b. The procedures used fo develop process-based assessments to validly and reliably meet applicable job performance requirements
or objectives of the appropriate standard

B | LU= E

A.2.c A dascription of the acceplable cognitive skills or mental processes fo be assessed
BE I U

'
¥
i

o

A.2.d. The procedures for analyzing or evaluating the mental processes to be assessed

Fre
i

[

LH

A.2.e Procedures to use the analysis io make decisions for improvement regarding validity and reliability

Enter Self Assessment for Test Development (TD) v2 06/01/2021
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4. Enter Application Self Assessment — Online Accreditation Application
Test Development (TD) Quick Reference Guide

8 Enter the TD3 Criterion Information — (continued)
TD3 — D. PROCESS ASSESSMENT METHODOLOGY
B. Process-based Assessments Administration and

C. Process-based Assessments Evaluation

i.  Enter the next TD criterion information. NOTE: If you leave any of these descriptions blank, they will cause an
error message to appear before you can submit the online application; they must be filled in later.
j.  Enter the next TD criterion information.

I B. Process-based Assessments Administration I

B.1. The relationstip, if any, with a course of sfudy or lraining

l C. Process-based Assessments Evaluation

B I U =X ‘ C.1. The qualifications of the person{s} responsible for evaluating the process-based assessments
[left blank — will need to be filled in later] B|I|W =W

[left blank — will need to be filled in later]

8.2 If the process-based assessment s individual-based or group-based

B I|U|i=EER
C.2. The evaiuation procedure that each didate hras fe the applicable job perfe ] or obf of
the appropri: tandard whether the p is individual-based or group-based
B Iy == d

B.3. The environment in which the work is to be compleled {in classroom or outside), Me .
complation and the cognitfve skills fo be assessed by the process-basad assessmant

C.3. The procedure for sefting a passing score (cut score) for the process-based assessments

B|T|U|EE D
B I U||EEA
C.4. The procedure lo assess the accuracy and i (inter-rater reliability) of evall of p based ass
B|IlY||EiED

C.5 The safeguards in place fo minimize the potential for fraud in process-based assessments

B | I|W == W
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4. Enter Application Self Assessment — Online Accreditation Application
Test Development (TD) Quick Reference Guide

8 Enter the TD3 Criterion Information — (continued)
TD3 — E. PORTFOLIO ASSESSMENT METHODOLOGY

A. Portfolio Methodology Development

k. Enter the next TD criterion information.

TD3 - E PORTFOLIO ASSESSMENT METHODOLOGY

Partfolic assessment methodology is used to evaluate compliance with the JPRs or abjectives of the appropriate standard

by evaluating documentation of the candidate's experience, training, and education. Typically, portfolio assessment may be
accomplished without directly testing the JPR=s, but they must have been evaluated in a manner consistent with the verbs used in the
Critical Component, Portfolio assessment may be accomplished in combination with ather tesling or assessment rne1hudt;|iDgies,

Certification based solely on portfolio assessment must meet all JPRs of a given standard. Certification based on a combination of
portiolio and other methodologies may use a selection as allowed by other methodologies.

This portfalio is evaluated using criteria which have been identified by the agency and approved by the COA, These criteria facilitate
Inter-rater reliability by allowing the evaluater 1o consistently give credit for experience, training, and education from outside sources,
Agencles wishing to employ this method must create a list of acceptable documents or items for each JPR.

The documeniation provided by the candidate must indicate the candidate perdformed each JPR according to the verbs in each JPR, Itis

likely not appropriate to evaluate those standards which are primarily psychomeotor, such as NFPA 1001, 1002, 1003, 1005, or 1006, and
lower levels of NFPA 1051, 1072, 1081, and other standards that are predominantly physical, Agencies shall use tha current standard

when evaluating portfolios.
For each question, provide or describe the following:
IA. Portfolio Methodology Development I -

A.1. Procedures for developing and disseminating clear instructions for the process to potential candidates in the portfolio process -

B

g r[ul[=]E

Qur agency does not utilize portfolic methedology.

A.2. Procedures for the assignment of a member of the certification organization to acl as an advocale for the candidate in the portfolio
process

B I U

Our agency does not utilize portfolio methodalogy.
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4. Enter Application Self Assessment — Online Accreditation Application
Test Development (TD) Quick Reference Guide

8 Enter the TD3 Criterion Information — (continued)
TD3 — E. PORTFOLIO ASSESSMENT METHODOLOGY

B. Assessment Team for Portfolio

L. Enter the next TD criterion information.

B. Assessment Team for Portfolio -

B.1. Selection of the team members for portfolio review

8.1.a. Eligibility and experfise of portfolio review team members. —

Blr|ul[=lE

]

0|

Our agency does not utilize portfolio methodology.

B.1.b. Training of the portfolic review team members. -
B| 1T |U |E=|iED

Our agency does not utifize portfolio methodology.

B.1.¢. Contingengy procedure if no exisling team member has experise in the specific area of & povtfolio application. -
B| T |W||l=E=IA

Qur agency does not utilize portfolio methodology.

B.2. Conflicts of interest that exist for the portfalio review team members

8.2 a. How portfolio review team members are educated about potential conficts -
B I W |0

Our agency does not utilize portfolio methodology.

B.2.b. What provisions are made when a confiict anses in a portfolio review -
B| T |U||i=il=iA

Cur agency does not utilize portfolioc methodology.
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4. Enter Application Self Assessment — Online Accreditation Application
Test Development (TD) Quick Reference Guide

8 Enter the TD3 Criterion Information — (continued)
TD3 — E. PORTFOLIO ASSESSMENT METHODOLOGY

C. Administration

m. Enter the next TD criterion information.

C. Administration

Procedures for the assessment of the process for portfolio «

C. 1. Evaluating subwmitted materials feducational course franscripts, certificates, credentials, documentation of experience, efc.) fo
determing demonstration of competency to specific job performance requiraments, requisite knowledge andior requisite skills. -

8| I |(W=EiE

[

Qur agency does not utilize portfolio methodology.

C.2. Authenticating submitted material and procedures to minimize the polential for fraud in the portfolio review process _

B |.IT|W(EIE

]

Qur agency does not utilize portfolio methodelogy.

©.3. Establishing and publishing preédetermined credentials. -

B X U=}

Tii
H]

Cur agency does not utilize portfolio methodolegy.

C.4. Establishing of the ‘passing grade” {cut score) for portfolio evaluations and how is it established. -
B|I U = i=|:H

Qur agency does net utilize portfolio methodalegy,

C.5. An appeals process for candidates denied cerfification through the portfalio evaluation process. -
B I | W= |

Our agency does not utilize portfolio methodology.

C.6. Rescinding of centifications incorrectly awarded by the portfolio process as a result of mistake or fraud. _

B| I U |ED

1
&l

Our agency does not utilize portfolic methadelogy.
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4. Enter Application Self Assessment — Online Accreditation Application
Test Development (TD) Quick Reference Guide

8 Enter the TD3 Criterion Information — (continued)
TD3 — E. PORTFOLIO ASSESSMENT METHODOLOGY

D. Evaluation

n. Enter the next TD criterion information.

TD3 - F. OTHER ASSESSMENT METHODOLOGY

Review the TD criterion information.

p. Atthe bottom of the screen, see two notes highlighted in blue. The first note indicates what you are to
submit with the application. The second note reminds you to assemble the necessary documents and
materials for the Pro Board to review during its site visit. Add this to the list of all the required materials
to obtain for the site visit.

When finished with entry for this section, click the Save and Proceed button to continue. (Or click the Save and
Return button to leave the application entry at this time.)

| D. Evaluation
ing the p io process | ysis and imp ,-'-

Procedures for

0.1 P o for post inistration analysis of the portfolie review process for validity and reliability. -
B | |W|HEE|E

Qur agency does not utilize portfolio methodolegy,

0.2, Procedures for the use of the Iysis to make ish for imp ! with regard to validity and reliability of the portfolio review
PrOGESS.
B I U i=iEa

Qur agency does not utilize portfolio methodelogy.

D.3. A list of tems which have been accepted to satisfy JPRs by the agency. -
B E| SIS R

Our agency does not utilize portfolio methodology.

I TD3 - F OTHER ASSESSMENT METHODOLOGY I

The "Other” assessment methodology column in the Assessment Methodology Matrix is used to identify a valid and reliable assessment
tool for all or part of a certification assessment that is not described above.

It is possible for an agency to become accredited using test methodologies other than those previously specified. Agencie:

s
using other hodologies must compreh ively through policy and during the site visit how all Pro Board -
criteria are met within the alternative evaluation system.

TD3 - Must be Available During Site Visit: -
1. A copy of the identified policy, procedure, etc. for each of the methodologies used.

2. A list of items which the agency has accepted to satisfy IPRs,

3. Individual portfolics {if the portfolio methodology is used).

4. Access to Evaluation Team members (if the portfolio methodology is used).

Save and Return I Save and Proceed I -
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9 Enter the TD4 Criterion Information
See the screen for entering the last TD criterion information. Note that the criterion is stated at the beginning of the screen.

a. For each question or sub-part of the criterion, enter your agency’s text description of how your agency
will meet the stated criterion. Scroll down as needed to complete the information. NOTE: You may skip a
description and leave it blank temporarily, but you will have to return later to complete all text entry.

b. Atthe bottom of the screen, see a note highlighted in blue to remind you to assemble the necessary
documents and materials for the Pro Board to review during its site visit.

c.  When finished with entry for this section, click the Save and Proceed button to continue to the next
section of application entry — and refer to the Quick Reference guide for Test Administration (TA).

(Or click the Save and Return button to leave the application entry at this time.)

Inteynational Accreditation for Fire San.

About Us  Accreditation Applicants  Accredited Agencies Committee & Board  Certification Candidates  Contact Us

FAGQs

‘Welcome, Dottie Kesne- End Uisar! Sign Out

s renans - ver 2020 Accreditation : Self Assessment

Print

Whew Instructions

Jump to
Progress Report CRITERION TD4 -

How Much of M
i Procedures shall ba in place lu ensure security of certification test-item banks, current and previous versions of test
Application is Complete? il s

View Full Application
" For each question, provide or describe the following:
Application

Agency Profile 1. The writtan palicy, procedurs, #ic. that addresses how test banks, test instruments and olher refated matenials will be secured,

Irveluidin,
Standards, Levels and 9

Editions 1, 0. Procedures for security of matedals and information during test item deveiapment, local validation, and local review, -

Deliagation of Authority
Candidate Ceriification B I W =D

Options and Annual Fees

All written test banks are secured at Headquarters under a lock and key file cabinet and within a
Marketing { Promotion of

locked office,
fie B Bosed Mo exam banks are kept on any computer server. This data is mechanically separated from the PC
Salf Assassment (removable hard drive) when not in use and secured under lock and key in the office.
Instructions
Saction 1: Program Crilerion TD2 1. £, Procedures for securify during test i transport and i W -
Administration (PA)
Gritarion TD3
Criteria B I ¥ EED
it Pz VK e I BN B g e S N i St Examinations are logged and an "Examinaticn Tracking Form” is created so each person(s} who
ol = \idry tber {TA comes in contact with the exam is listed on the form. The form covers the exam from creation,
Criterion PAZ 8| I|U == feria reproduction, sealing, administration, correction, and filing.
: 4 ; . .
Mol All written test instruments and practical sk
Criterion PAS the office,
Criterion PAG Once a wnt_le_ﬂ tes_t instrument is c_rsaled._ll
for the administration of that specific offerin
Criterion PAT Once done, the onginal and the correspond
Section 2: Test system described above. i
Developient (TO) This written exam instrument will only be wu: ey TD4 - Must be Available During Site Visit:
Critedia shredded.
s teron TAT 11. Acopy of the dentified policy, procedwe, eic.
Criterion TD1 - : |
Assessment Methodology i Re“‘“" -
Matrices (as identified in
your application)
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Test Administration (TA) Quick Reference Guide

To enter the self assessment information for Test Administration at your agency, follow these steps:

1 Sign On to the Online Accreditation System
If you are not already in the Online System, use a browser and enter the URL link to the Accreditation System:
https://theproboard.org/web-based-application-system/.
See the Pro Board’s Welcome screen, then scroll down and click on the Web-Based Application System button.

On the Welcome screen, enter your User Name and Password and click the Sign In button.

2 Edit the Online Application for your Agency
See a Dashboard or My Applications list of your agency’s applications to date. Click the Edit button to the right of the desired
application line, to call up its details and enter more information.

NOTE: See your user name highlighted in yellow in the top right of the screen. To exit the Online System at any time, click
the Sign Out button.

Infermational Accreditation for Fire Senvice Organizations — fEmw

AboutUs Accreditation Applicants  Accredited Agencies Committee & Board Cerlification Candidates  Contact Us

Welcome to the Accreditation System!

Please sign in, If you do not have an account, you may create one.

User Name

Dottie1- End User

Password

» l Sign In l Forget Password | Create an Account

International Accreditation for Fire Service Organizations — f =Mmw

About Us  Accreditation Applicants  Accredited Agencies Committee & Board Certification Candidates Contact Us

Dashboard My Account My Applications FAQs
: - Welcome, Dottie Keene- End User!  gign out
Application Y Agency Y  Assignment T LastAction Y ‘
- 2020 Accreditation XYZ Fire District Pending 04/26/2020
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5. Enter Application Self Assessment - Online Accreditation Application
Test Administration (TA) Quick Reference Guide

3  Navigate to Self Assessment Test Administration
See the first screen of the application in progress: the Agency Profile contact information.

Scroll down to see the lefthand menu list section for Self Assessment and see that there are eight sections of Test
Administration (TA) to enter. Click on either the Section 3: Test Administration (TA) Criteria link or the Criterion TA1
link (they take you to the same place).

Internalional Accreditation for Fire Service Crganizations _ f=E=EDQO v

AboutUs  Accreditation Applicants  Accredifed Agencies  Commitiee & Board  Cerfification Candidates  Contact Us

Dashboard My Account My Applications FAQS

Dattie - Test Account Sign Out

2020 Accreditation: Agency Profile

Contact Information

aport First Name

Much of My Deltier
lication is Completa?
Full Application Last Hame
Application Keene- End User

kAgency Profile

Status: Pending View

Print

Title
Standards, Levels and
Editions End User
Dielegation of Authority
ine 1
Candidate Cerlification PRclsas L
Options and Annual Feées 123 Main Street
Marketing / Promotion of
the Pro Board Address Line 2
Self Assessment Suite 1
Section 1: Progra Criterion TD2
. : : Criterion TD3.
oy Criterion TD4
‘Section 3: Test \ r
Administration (TA)
Criteria
Criterion TA1 h
! 2 I
1 TA
I TAS
r Ta
]
Lriter I
tﬁ:: el J
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5. Enter Application Self Assessment - Online Accreditation Application
Test Administration (TA) Quick Reference Guide

Enter the TA1 Criterion Information
See the screen for entering the first TA criterion information. Note that the criterion is stated at the beginning of the screen.

a. For each question or sub-part of the criterion, enter your agency’s text description of how your agency will
meet the stated criterion. Utilize the MS Word buttons for boldface, italics and underlines as needed to
highlight your text and present it in your desired fashion. Scroll down as needed to complete the information.
NOTE: You may skip a description and leave it blank temporarily, but you will have to return later to complete
all text entry.

b. Atthe bottom of the screen, see a note highlighted in blue to remind you to assemble the necessary
documents and materials for the Pro Board to review during its site visit. Make a list of all of the
required materials for the site visit and make a plan to obtain all of these materials prior to the site visit.

c.  When finished with entry for this section, click the Save and Proceed button to continue. (Or click the
Save and Return button to leave the application entry at this time.)

Intomational Accraditation for Fira Sorvice Ovganizations Ol =0 v

AboutUs  Accrodiation Applicants Accrodited Agoncies  Commitiee & Board  Cortification Candidates  Contact Us

suman v 2020 Accreditation : Self Assessment

Pririt

View Instructions

Jumip o
Progress Report SECTION 3: TEST ADMINISTRATION (TA) CRITERIA «

How Mach of My
Application is Complote? | CRITERION TA1

Wiew Full Application

Procedures shall be in place to ensure that ification of inati is p to potential
Application
F i i ibe th H
Kgarioy Frofle or each question, provide or describe the following
Standards, Levels and 1. The written policy, procedurs, el that addresses this criterion, such as:
Editions:

1.4, The procsdures for notfication of the entire candidate base (el ideniifes tinelings, appropaate methods and media for notification

Delegation of Authorty
i1 ENSUAS LIWErsal USer SCCESE 10 185! ANNOUNCETENS,

Candsdate Certification
Grptions and Annual Feas B I U =4

Markating ! Promalion of

the Pro Board The website links potential candidates with our leaming management system (LMS). It contains

examination information and downloadable files for each level of cedification. All requirements for

certification to include required documentation, types of tests used to fulfill the requirements, fees,

Instructions sample test questions, direct reference to the professional qualification standard being tested, and
examination entrance criteria are included. The site is 24/7/365 allowing continuous access,

Sell Assessment

Saction 1: Program
Administration (PA)
Cilleria

Critarion PAZ
1.b. The procedures for informing the candidales of ihe technical materials {or fexts) upon which the examinations are based. -
Criterion PA3
Criterion P4 BT | EE D
Criterion PAS
This 5 presented within the oaline system.
Gritarion PAG
Criterion PAT
Saction 2: Test
Development (TO)
Criterla
Critorion TOH

Criterion TD2

Criterion TOR TA1 - Must be Available During Site Visit:
Critarion TD4
1. A copy of the identified policy, procedure, ste

Section ¥; Test

Administration (TA}
Critéfia Saye and Reumn [l Save and Pre 3

Criterion TA1
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5. Enter Application Self Assessment - Online Accreditation Application
Test Administration (TA) Quick Reference Guide

Review the TA2 Criterion
See the screen for criterion TA2. Review the criterion listed at the top of the screen and read through the Supplemental
Information on justifiable methodology. Scroll down as needed to complete the review and go to the TA2 information entry.

a. For each question or sub-part of the criterion, enter your agency’s text description of how your agency will
meet the stated criterion.

b. Atthe bottom of the screen, see a note highlighted in blue to remind you to assemble the necessary
documents and materials for the Pro Board to review during its site visit. Make a list of all of the
required materials for the site visit and make a plan to obtain all of these materials prior to the site visit.

c.  When finished with entry for this section, click the Save and Proceed button to continue. (Or click the
Save and Return button to leave the application entry at this time.)

2020 Accreditation : Self Assessment

Wiew Instructions

CRITERION TA2 ‘

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 neads of the centification candidates, departments and other users of the certification
Systen.

Supplemental Information «
Frequency of Testing:

There are no sirict frequency, location (distance), or time requirements for test administration, The criterion simply states that the
agency must strive o adequately mesat the neads of the constitients, The frequency of an exam for ane standard or level may ba
significantly kess frequent than for another slandard or leved based on wser demand. A good way to ensure that this criterion is baing
met i by soliciting feedback on this topic at your advisory group meetings or other user input forums. That information would be a
valuable tool for both ensuring you are meeting your users’ needs and to have available for a site team to view to support your
proceduras relatad 1o this criterion.

For each question, provide or describe the following:

1. The writfen policy, procedura, efc. thal addresses how testing is fo be conducted fo mesf the needs of cenification candidafes and
users af ithe cartification Sysienm.

B I U = @

Examinations are scheduled so that moest levels are offered at 10 times a year. Depending on the
demand, a level will be offered more often. No minimum number of candidates is stipulated for
written exams. For the most part, a practical exam is scheduled after we have at least 15
candidates,

TAZ2 - Must be Available During Site Visit:
1. A copy of the identified policy, procedure, elc. «

2, Informatien should be available to the site visit team for all locations and variations of testing delivered by the agency. 8¢,

Enter Self Assessment for Test Administration (TA) v2 06/01/2021 4
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5. Enter Application Self Assessment - Online Accreditation Application
Test Administration (TA) Quick Reference Guide

Enter the TA3 Criterion
See the screen for this criterion. Review the criterion listed at the top of the screen. Scroll down as needed to complete the
review and go to information entry.

6

a. For each question or sub-part of the criterion, enter your agency’s text description of how your agency will
meet the stated criterion.

b. Atthe bottom of the screen, see a note highlighted in blue to remind you to assemble the necessary
documents and materials for the Pro Board to review during its site visit. Make a list of all of the
required materials for the site visit and make a plan to obtain all of these materials prior to the site visit.

c.  When finished with entry for this section, click the Save and Proceed button to continue. (Or click the
Save and Return button to leave the application entry at this time.)

2020 Accreditation : Self Assessment

View Instructions

CRITERION TA3

The agency’s ities and equi shall be for the testing of all the objectives or JPRs of the applicable -

standard(s) for which the agency seeks accreditation.
For each question, provide or describe the following:

1. The policy, procedure, efc that ensures all facilities and equipment used in cognitive (writlen) festing provide a valid and safe festing
far the of all of the i bject

BlI|lW||=E0

Prier to scheduling a specific examination at a new location, it is assessed lo assure written
examinations can be held in an educationally sound and safe environment. Once approved, it is the
proctor(s) responsibility to assure this fair and environment is maintained.

2. The policy, procedure, elc that ensures all facillies and equipmen! used in psychamotor (skils) testing provide a valid and safe festing
for the of all of the. i biectives.

B I U

3 |

Practical skills examinations are administered by a team of evaluators with a lead. The lead provides
a briefing to all evaluators and candidates at the beginning of the examin
environment is maintained. These briefings are in writing to assure consi

4. If your agency conducts remote cerfification tests in varous ad hoc locations that are determined af the time of scheduling, provide or
dascribe the policy. procedure, efc. that allows you to ensure that the facilities and equipment are adequate fo provide valid and safe

testing of all of the objectives. -

B|I|U|EED

Field visits are conducted prior to the scheduling and administration of a written and/or practical
examination. Each site is evaluated to assure a fair and safe testing environment can be maintained
3. if some skills fest facilities are only used to test part of the skills of standards or fevels (e.g. a fi tthghDUl the date(s} scheduled. If the site is not deemed adeqﬂﬂle- alternate sites are

fire skilis), identify those facilities, their imifations, and provide or describe the policy, procedurs, reviewed. Equipment used at examinations is delivered from us as we know it has been service
the skills for each standard or level are capable of being tested for each candidate. h tested.
[ = = |

Locations that provide a facility to conduct all skills include the two camp
examinations are intentionally separated into two pieces; non-fire and liv - - ——
chosen for candidates to attend the non-fire exam and the same candida TA3 - Must be Available During Site Visit:

an live-fire examination at the proper facility to assure all objectives are G |y 4 tur of a skills test faciliy . «

2. A copy of the identified policy, procedure, etc.

3. Information should be provided to the site visit team for each location or variant {format) of testing conducted by the agency

Save and Retumn | Save and Proceed l -

Enter Self Assessment for Test Administration (TA) v2 06/01/2021 5
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5. Enter Application Self Assessment - Online Accreditation Application

7

Test Administration (TA) Quick Reference Guide

Enter the TA4 Criterion

See the screen for this criterion. Review the criterion listed at the top of the screen. Scroll down as needed to complete the
review and go to information entry.

a. For each question or sub-part of the criterion, enter your agency’s text description of how your agency will
meet the stated criterion.

b. Atthe bottom of the screen, see a note highlighted in blue to remind you to assemble the necessary
documents and materials for the Pro Board to review during its site visit. Make a list of all of the
required materials for the site visit and make a plan to obtain all of these materials prior to the site visit.

c.  When finished with entry for this section, click the Save and Proceed button to continue. (Or click the
Save and Return button to leave the application entry at this time.)

2020 Accreditation : Self Assessment

Wiew Instructions

l CRITERION TA4 l-

Procedures shall be in place to ensure a safe environment and safe operations during certification testing. «

1. The written policy, procedure, etc. for safely duning certification testing especially skills assessments. -

B I EEME

Each written test is administered by a trained examination proctor, Itis this person's responsibility to
assure that a fair and safe testing environment is created and maintained.

Practical skills examinations are administered by a team of evaluators with a lead. The lead provides
a briefing to all evaluators and candidates at the beginning of the examination and to assure a safe
environment is maintained. These briefings are in writing to assure consistency from exam to exam,

Supplemental Information

While the COA does not endeaver 1o direct entities on how to conduct testing and evaluations, given the number of serious Injuries
and fatalities each year associated with live fire training, it is the opinion of the Committes on Accraditation that entities have
procedures and policies in place 1o meet of exceed the reguirements of the current edition of NFPA 1403 Standand on Live Fire
Training Evolutions, during testing and evaluation of live fire skills,

For each question, provide or describe the following:

2. Does ihe agency have a written policy. procedure, etc. thal ensures compliance with NFPA 1403 during lve fire skills assessments?
Please answer with “Yes”™ or ‘No”.

TA4 - Must be Avallable During Site Visit:

1. Acopy of the identified policy, procedure, alc. «
ol -
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5. Enter Application Self Assessment - Online Accreditation Application
Test Administration (TA) Quick Reference Guide

8 Review the TA5 Criterion
See the screen for this criterion. Review the criterion listed at the top of the screen. Scroll down as needed to complete the
review and go to information entry.

a. For each question or sub-part of the criterion, enter your agency’s text description of how your agency will
meet the stated criterion.

b. Atthe bottom of the screen, see a note highlighted in blue to remind you to assemble the necessary
documents and materials for the Pro Board to review during its site visit. Make a list of all of the
required materials for the site visit and make a plan to obtain all of these materials prior to the site visit.

c.  When finished with entry for this section, click the Save and Proceed button to continue. (Or click the
Save and Return button to leave the application entry at this time.)

2020 Accreditation : Self Assessment

View Instnuctions

CRITERION TAS -

Procedures shall be in place (o ensure that skills tests are assessed by qualified persens whe are not invelved in the training
of the candidate in the skill being tested; that qualified persons administer {proctor) cognitive tests; and that qualified persons
evaluate projects, pertfolic submissions, or other methedologies (if used).

For each question, provide or describe the following: 2. Psychomotor (Skillsh Test Evaluator I

1. Connitive Tast Prostor 2.a. Procedures for identifying p QLIS aige of skills test 2 «

1.4. Procedures for identifying prerequisite knowledge of cognitive test proctors. h

Blx|u|i=li=iA
B I i= | 1 .
£ 28 The prerequisite knowledge of a skills evaluator is that information of a certified Fire Instructor | and

hat of M i rtifi f the level th luating.
The prerequisite knowledge of a skills evaluator is that information of a p WALGFan: SV aolor s crien Rersot O eI ey atq evaluen

that of an SME and/or a certified person of the level they are evaluating

2.b, Procedures for the sefection process of skills test evaluator -

1.b. Procedures for the seiection process of cognitive test procions - a1l uli=liEEm

B I ¥ EED Proctors must apply for the position within the Agency and are selected based on subject matter

= - expertise, experience, and recommendations by other program areas.
Proctors must apply for the position within the Agency and are selected|t

expertise, experience, and recommendations by other program areas.

2.6. Procedures for the Iraining of skills test evalualors -
1.¢. Procedues for the training of cognitive fest practors. - B I Q| == 0
B I M= Onee selected, they are trained in fair and equitable testing technigues. The self-study training
program for practical skills examiners has been very successful in this process. Each examiner
Onee selected, they are trained in fair and equitable testing techniques. undergoes three audits of actual skills examinations under the supervision of a senior examiner
program for practical skills examiners has been very successfulin this Jr  before examining on their own. In order for an examiner to maintain their examiner status, they
undergoes three audits of actual skills examinations under the supervisip  attend update sessions as necessary. All examiners are Kept updated as necessary through policy
before examining on their own. In order for an examiner to maintain thelr  changes, administrative notices, and training sessions
attend update sessions as necessary. All examiners are kept updated 3¢
changes, administrative notices, and training sessions.
2.4, Procedures for the evaluation of skils 1est evaluators. -

1.0, Procedures for the evaluation of cognitive fest proctors. - BTy = = O
By =i=4a Before an examination, the chief examiner holds a briefing for all examiners. The skills of the day
and the stalion assignments are reviewed prior to the preparation of the station. As the examination
We obtain candidate feedback from an anofymaut survey. day progresses, if the Chief Examiner visualizes station to station to assure scripls are read and

documentation is completed, Also, if a high failure rate trend is noticed, the skill station may be halted
until reviewed for validity and reliability.

Enter Self Assessment for Test Administration (TA) v2 06/01/2021 7
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5. Enter Application Self Assessment - Online Accreditation Application
Test Administration (TA) Quick Reference Guide

8 Enter the TA5 Criterion — (continued)

a. For each question or sub-part of the criterion, enter your agency’s text description of how your agency will
meet the stated criterion.

3, Product {Project) Evaluators (if productiproject methodology is used): l

3.a. Procedures for identifying prerequisie knowledpe of produst (project) evaluators -

B |2 iU |IE|EH

The prerequisite knowledge of a skills evaluator is that information of a certified Fire Instructor | and
that of an SME and/or a certified person of the level they are evaluating.

4. Process Evaluators {if process methodology s used):

Xb. Procedures for the selection process of producl (project) evilualons, - 4.a. Procedures far identifying prerequisite knowledge of process evaluators, h

B|Iig == B|I|W||iE=EE|D

Evaluators must apply for the position within the Agency and are 5 The prerequisite knowledge of a skills evaluator is that information of a certified Fire Instructor | and
expertise, experience, and recommendations by other program ali  {hat of an SME andlor a certified person of the level they are evaluating.

Fo. Procedures for the treining of product (project) evaluators. -
4.b. Procedures for the selection process of process evaluators -
BT |W HE|E —T
BT V| =iE
Once selected, they are trained in fair and equitable testing techry - L 5
program for practical skills examiners has been very successful i Evaluators must apply for the positian within the Agency and are selected based on subject matter
undergoes three audits of actual skills examinations under the suf ~ expertise, experience, and recommendations by other program areas.
befare examining on their own. In order for an examiner to maintai
attend update sessions as necessary. All examiners are kept upgz

changes, administrative notices, and training sessions :
4.6, Procedures for the training of process evalualors, -

B I U =N
3d. Proceduras for the evaluation of product {project) svalustors. - Once selected, they are trained in fair and equitable testing techniques. The self-study training
program for practical skills examiners has been very successful in this process. Each examiner
B I U i=|=/® undergoes three audits of actual skills examinations under the supervision of a senior examiner

before examining on their own, In order for an examiner to maintain their examiner status, they
The project assignments are reviewsd prior to the preparation of fn  altend update sessions as necessary. All examiners are kept updaled as necessary through policy
day progresses, the Lead evaluator visualizes station to station td :  changes, administrative notices, and training sessions

documentation is completed. Also, if a high failure rate trend is ndti
may be halted until reviewed for validity and reliability.

4.4, Procedures for the evalsation of process evalualors, -
plr(w|liEiiE o

The project assignments are reviewed prior to the preparation of the examination. As the examination
day progresses, the Lead evaluator visualizes station to station to assure scripts are read and
documentation is completed. Also, if a high failure rate trend is noticed, the examination assignments
may be halted until reviewed for validity and reliability.

Enter Self Assessment for Test Administration (TA) v2 06/01/2021 8
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5. Enter Application Self Assessment - Online Accreditation Application
Test Administration (TA) Quick Reference Guide

Enter the TA5 Criterion — (continued)

8

a. For each question or sub-part of the criterion, enter your agency’s text description of how your agency will
meet the stated criterion.

b. Atthe bottom of the screen, see a note highlighted in blue to remind you to assemble the necessary
documents and materials for the Pro Board to review during its site visit. Make a list of all of the
required materials for the site visit and make a plan to obtain all of these materials prior to the site visit.

c.  When finished with entry for this section, click the Save and Proceed button to continue. (Or click the
Save and Return button to leave the application entry at this time.)

l 5. Portfolio Evaluators (if portfolio methodology is used): l «

S.a, Procedures for identifying prerequisite knowledge of portfolio evalualors.

BT W= i=1

The prerequisite knowledge of a skills evaluator is that information of a certified Fire Instructor | and
that of an SME and/or a certified person of the level they are evaluating.

6. Evaluatars of “other” evaluation methodologies {if other evaluation methodology is used): -

E b, Procedures for the selection process of portfodio evaluators. -
&4, Procedures for Kentiiving prevequisite knowiedge of evalianors, -

B|1I = |15 e
- ] B 1 W EE @
Evaluators must apply for the position within the Agency @i NiA
expertise, experience, and recommendations by other prog
6., Procedures for the 0N process of pval h
5.¢. Procedures for the fraiming of portiollo evaluators, -
B X | E=ENE | o
B I u|ii==El
Hid

Once selected, they are trained in fair and equitable testir
pragram for practical skills examiners has been very sucq
undergoes three audits of actual skills examinations undey
before examining on their own. In order for an examiner th e Procedures for the training of evalbaters -
attend updale sessions as necessary. All examiners are
changes, administrative notices, and training sessions B I W =3

5.4, Procedues for the evalralion of portfolio svaluators. -
6.0, Procedures for e eviluation of evalugtors -

B W E=EED

The evaluator's findings for each portfolio s reviewed by a second team to
LTS

TAS - Must be Available During Site Visit:
1. A copy of the identified policy, procedure, etc.

Save and Return
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5. Enter Application Self Assessment - Online Accreditation Application
Test Administration (TA) Quick Reference Guide

9 Enter the TAG6 Criterion
See the screen for this criterion. Review the criterion listed at the top of the screen. Scroll down as needed to complete the

review and go to information entry.

a. For each question or sub-part of the criterion, enter your agency’s text description of how your agency will
meet the stated criterion.

2020 Accreditation : Self Assessment

View Instructions

For each question, provide o descrie the following:

CRITERION TAS ‘ The written pokcy, procedins, efc. that haw evaluation are na dent and impartial manner

to includ. a1 a minimum, the folowing:

Procedures shall be in place to ensure that skills tests, written exams, projects, portfolio submig

hodol are admini: dina i and impartial manner. 1.-8, Written instructions for iha cognitive last proctor. .
: B I U ZED
Supplemental Information
rdized provided h writd ‘
Te_st Admlms"aﬁgn: A standardized script is provids to each writhen proctos
Wri‘l‘l@n ins‘”'lc‘tions lor me procmr Could iHCque: 1. b, A glandardized scoipt 10 be read varbatim by the cognitive test procior fo the students h
+ Checking candidate's identification (D) 8 14w == a
= Spacing of candidates in the testing area =
» Ensuring adequate lighting and ventilation if within the proctor's control WRITTEN EXAMINATION
. MVISIHQ. the proctor not to leave the Ie?[ area The Proctar is responsible for the conduct of the written inati ing to the i listed below.
+ Information on how to process the test instruments The Proctor must abtain 1he following materials from the Centification Grougp:

a. Examination booklets
b Answer sheels

Script for the candidates for a written test could include: ¢. #2 pencils- sharpened and one per candidate
d. Examination rosters

+ Warning of consequences if caught cheating e. Refarence materials

» Advising candidate that once the test begins, hefshe may not leave the room & g. Examiner/Procior Roster 5
= 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
= Procedure for student bathroom breaks, if allowed.

ud, B r 0 = E &

Written instructi for skills evaluator could i
. NO OUaDhing by the evaluator A standardized script s provided to each skill evaluator,
» How to fill cut the assessment sheeat
» Stop test if there is a safety concern
» Ensure proper tools and equipment available 2. b. A standardized script fo be read verbadim by the skills evaluatar to the candidale for each skis assessment. (Cut and paste one
axample of the scriph)

Standard script for the candidates for a skills test could include: 5w izlEa
« A description of the skill{s)
S e SCBA EMERGENCY PROCEDURES
s llowanca for quastions befor atart THE EXAMINER INTRODUCES HIMSELF AND PROVIDES THE FOLLOWING INSTRUCTIONS,
= Explanation of pass-fail criteria
* How the candidate shoulc (ndicate completion,of the skill 1o the evaluater GIVEM AN AREA, DEMONSTRATE PROPER EMERGENCY PROCEDURES INCLUDING:

» Procedure for student bathroom breaks, if allowed.
SEARCHING THE AREA FOR THE HOSELINE USING THE COUPLINGS TO DETERMINE THE
EXIT PATH AND DESCEND THE STAIRCASE,

COA Opinion = Computer based testing
It will be necessary for an entity that desires to conduct computer-based testing for any standard or leve

Accreditation prior to conducting stch testing, 2. £ A process fo assess the accuracy and consistancy (infer-rater reliatilty] of the skils evaluators. «

Each skill is evaluated and score sheets are sent to the respective exam manager for review, If there are irmegularities, he or she
shall take appropriate action.
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5. Enter Application Self Assessment - Online Accreditation Application
Test Administration (TA) Quick Reference Guide

9 Enter the TAG6 Criterion — (continued)
a. For each question or sub-part of the criterion, enter your agency’s text description of how your agency will
meet the stated criterion.

b. Atthe bottom of the screen, see a note highlighted in blue to remind you to assemble the necessary
documents and materials for the Pro Board to review during its site visit. Make a list of all of the
required materials for the site visit and make a plan to obtain all of these materials prior to the site visit.

c.  When finished with entry for this section, click the Save and Proceed button to continue. (Or click the
Save and Return button to leave the application entry at this time.)

| 3 Product (Project) Assessment ||

Fa i o for the wihent wsing product (praject) methodalogy «
' 5. Portfolio Assessment I
8 r W s 2
5a 7 ions for the when using portfolio methodalogy. -
A standardized scnpt Is provided to each project valuator, -
B [R|=Ea
NiA
ab. d to the when using product (project) methodology. h
B I |U = il s :
5 b io the when using portfelio methodalogy.
4 seript is provided to the proctor that provides the timing, expectations, and questions and answers. It is very similar th the =
instructions for written examinations. B | IlY |i=

3. . A process to assess the aceuwacy and consistency (inter-rater reliability} of product {project) evaluators. h

5. ¢ Aprocess to assess the accuracy and consistency (inlev-rater rekability) of portfalio evaluators. «

g1 WiE|ED
B I |W [FEED
Each product is evaluated and score sheets are sent to the respective exam manager for review, If there are irregulantief, he
shall take appropriate action.
NiA
| 4 Process-hased Assessment 1 I &, "Other" Assessment Methodology I
4.8 for the wien using process mernouumgy- 6 a i for e Wi wsing “affhar” mathodalogies. -
B F W = E A B 1 U
A standardized script |s provided to each pracess evaluator, When our agency encounters and “othar® methodolegy, we will addrecs.
ab . onsto-the when using process methodology. - 6 b ta the wihen using “ather” methodoiogy. _
B I U EED RSl BIES TS |

WheR eur agency encounters and "ather” methodalagy, we will address.
INSPECTION PROCEDURES
THE EXAMINER INTRODUCES HIMSELF AND PROVIDES THE FOLLOWING INSTRUCTIONS.,

& ¢ A process o assess the accurscy and consistency (ierrater raliabiity) of “other” evaluators. .
GIVEN AN AREA, INSPECT THE FOLLOWING AREA'S EXIT WAYS FOR SAFETY.

PLEASE VERBALIZE EACH STEP 30 | KNOW IT IS BEING CONDUCTED.

When our agency encounters and "ather” methodology, we will address.
Pl FASF INDICATF TO MF WHFEN YOl ARF DONF

4 c. Apmcess to assess the acouracy and consistency (infer-rater reliability) of process evalators _

TAE - Must be Available During Site Visit:
B(7LEE
1. Acopy of the ideniified policy, procedure, efc.

Each process s evaluated and score sheets are sent to the respective exam manager for review. If there are . he of she
shall take approgeiate action.

Save and Return
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5. Enter Application Self Assessment - Online Accreditation Application
Test Administration (TA) Quick Reference Guide

10 Enter the TA7 Criterion Information
See the screen for this criterion. Review the criterion listed at the top of the screen. Scroll down as needed to complete the
review and go to information entry.

a. For each question or sub-part of the criterion, enter your agency’s text description of how your agency will
meet the stated criterion.

b. Atthe bottom of the screen, see a note highlighted in blue to remind you to assemble the necessary
documents and materials for the Pro Board to review during its site visit. Make a list of all of the
required materials for the site visit and make a plan to obtain all of these materials prior to the site visit.

c.  When finished with entry for this section, click the Save and Proceed button to continue. (Or click the
Save and Return button to leave the application entry at this time.)

11  Enter the TA8 Criterion Information
Enter your agency’s text description of how your agency will meet the stated criterion. See a note highlighted in blue to
assemble materials for the site visit. When finished, click the Save and Proceed button to complete TA entry.

This completes the entry of TA information. Proceed to entry of the next section of the online application.

2020 Accreditation : Self Assessment

View Instructions
CRITERION TA7 2020 Accreditation : Self Assessment
Procedures shall be in place to ensure the ity of a i s test 5 « View Instructions
For each question, provide or describe the following: ‘

1. The written poficy, , . that how the ofa ‘s test is my

P Procedures shall be in place to ensure that the test resuits for sach and the i test i are securely
maintained for an appropriate period of time,

B(I M| =lE=d
Supplemental Information

o candidate will receive their records unless prood is provided of the candidate's identity.
Record Retention’

The fallowing is a Committes on Accreditation Opinion regarding the retention of records by accredited agencies:

The Ct on { that all agencies keep copies of tests created for examinations for a pericd
of five years, and that records of certification candidate scores be kept in perpetuity.

For each question, provide or describe the following:

1. The written policy, procedure, efc. that addresses how test results and ihe fest are securely mair “
TAT - Must be Available During Site Visit: =
B|I ¥ =D
1. Acopy of the identified palicy, procedure, etc.
All dacs i secured in the certification office and on encrypted servers off-campus.

Save and Return | Save and Proceed «

2. The wiitten policy, procedure, etc. that identifies the retention periods for the candidale resuits and the associated fes! instruments
and how those ratention periods were detemined.

B |4 = =4

Al records are stored for a minimum of 10 years [n hardcopy while electranic files are kept in perpetuity,

TAB - Must be Available During Site Visit:
1. A copy of the identified policy, procedire, etc

Enter Self Assessment for Test Administration (TA) v2 06/01/2021 12



Online Application: The Pro Board

6. Assessment Methodology Matrices (AMM) Online Accreditation Application
Quick Reference Guide

Once the Self Assessment section of the online application has been entered, add in a matrix of assessment methodologies
for each Standard, Edition and Level specified for certification by your agency. These matrices will store the information for
how and where to prove that your agency will be testing for certification. To enter the AMMs, do the following:

1 Navigate to the AMM Matrices
Scroll down on the application’s menu column. See the section for Assessment Methodology Matrices. See a list of
Standards, Editions and Levels indicated earlier in your application. Click on the first Level listed.

2 Review the Matrices Information
See a screen of information about the purpose of the matrices, the process and how to use the assessment methodology

matrices. Review all information carefully.

Assessment Methodology
Matrices (as identified in
your application)

2020 Accreditation : Assessment
¢= Methodology Matrices

Assessment Methodology Matrices Information and Instructions 4=

NFPA 1001: 2019
Edition, Chapter 4 Fire
Fighter |

Documentation

unth ; Purpose of Assessment Methodology Matrices: f'he Assessment Methodology Matrices (AMM) are completed by agencies to
upplementa

Documentation
{Optional)

Review I Alternative Forms}ﬂgencias must utilize the Accreditation Online System that contains the AMM's. Any other forms will require
approval from the COA prior to acceptance,

Review Application for

demonstrate to the Pro Board Committee on Accreditation {COA) the ability to test the entire standard or level and identify the

assessment (testing) methodology used to assess candidates against each JPR of a specific level(s) within a standard.

EHbmlaion Process for Assessment Methodology Matrices {AMM‘sJi\MM's must be completed and submitted as part of:

an accreditation package,

a re-acereditation package,

an extension of accreditation application, or

a change in assessment methodology (see note below)

MNOTE: In accardance with COA Opinion, when a change is made in the assessment methodology identified in a
previously submitted AMM for a standard and/or level, the agency must submit an extension of accreditation application

and identify the change in assessment methodology.

Use of Assessment Methodology Matrices tAMM's}lThe COA will review submitted matrices for completeness. |n addition, the
matrices will be used by the site visit team to ensure coverage, test item correlation and appropriate methodology. At the agency's site
visit, all testing documents (e.g. test bank, skill sheets) will be reviewed based upon the information provided in the matrices, Also, at the
site visit the agency must be able to isolate and provide the site team with the questions, skills, product/projects, ete, identified for each
JPR. If the matrix indicates questions 21, 23, 26, 28, and 31 are for a given JPR, the agency must be able to provide those questions
including the distractors and correct answer to the team for review.

Enter Self Assessment for Test Development (TD) v2 06/01/2021 1



Online Application: The Pro Board

6. Assessment Methodology Matrices (AMM) Online Accreditation Application
Quick Reference Guide

3 Review the Instructions
Scroll down to see and review the instructions for how to complete the AMMSs. Assemble the certification testing

methods and references and prepare to complete the assessment methodologies to be utilized for each part of that
specific Level’s certification testing.

Instructions for Completion of Assessment Methodology Matrices

When completing the AMMs, the agency must follow these guidelines:

Local Test ltem Review: If the agency purchases or receives test items {guestion banks. skill sheetis, projects, etc.) from an outside
source. a local review/validation of all test items by the accredited agency must be conducted prior to the AMM completion, After the
review of test items, changes, eliminations, and added items should be completed by the agency before the AMM is complatad to reflect
the final of test items after that review process.

Cognitive AssessmeantB/This column s completad to idantify the test item numbers from the test item bank that can be used 1o test the
applicable JPR or requisite knowledge,

o This column must be completed afier the agency has locally validated the test bank

o ‘You must document 100% of test items from the test bank

Psychomotor or Skills Assessment:fihis column is completed to indicate the skill sheet number(s) that can be used to lest the
apphcable JER or requisite skill.

a This column must be completed after the agency has locally validated the skill sheet assessment tool(s)

o Enter the name of the skill sheet (e.g., Skill 1 or Ladder 1) for the applicable JPR or requisite skill

Product/Project-Based Assessment§This column is complated to indicate the Product/Project numbers that can be used 1o test the
requisite skill,

=] This column must be completed after the agency has locally validated the productiproject-based assessment toolis)

o Enter the name of the assessment sheet (e.g., Project 1 or Investigation Report 1) for the applicable JPR, requisite knowledge, or

requisite skill

Process Assessment: [his column is completed to indicate the Process numbers that can be used o test the applicable JPR, requisite
knawladge, ot requisite skill

o This column must be completed after the agency has locally validated the it toal{s)

o Enter the name of the assessmant sheet for the applicable JPR, requisite knowledge, or requisite skill

1

Portfolio-Based Assessment:fThis column is completed to indicate the Portfolio items that can be used to test the applicable JPR,

requisite knowledge, or requisite skill.
o Must be completed after the agency has locally validated their portfolio process

a] Enter the name of the assessment tool {e.g., Report 1) for the applicable JPR, requisite knowledge, or requisite skill

| Other AssessmentdiThis column is completed if the candidates are assessed ulilizing a methodology other than those listed above, An
agency utilizing the "other” assessment methodology will require explanation when completing the Extension of Accreditation or Self-

Assessment documents,
O The agency must complete the development process prior to completing the form

O  Enter the name of the assessment tool {e.g., Report 1) for the applicable JPR, requisite knowledge, or requisite skill

ocument Review :f"DR’ is aliowed to be entered into the “Other” column when an agency utilizes Document Review for
indicating they are utilizing their Document Review process to fulfill the Requisite Knowledge andior Requisite Skills in lieu of testing.

Enter Self Assessment for Test Development (TD) v2 06/01/2021 2



Online Application: The Pro Board

6. Assessment Methodology Matrices (AMM) Online Accreditation Application
Quick Reference Guide

Enter the Assessment Methodologies into the Matrices
Scroll down and see the first part of the certification testing requirements for the specific Level.

a. For each part and sub-part of a certification testing requirement, enter the appropriate references to the type
of testing being done and to the specific questions or workbooks or skills that will test for certification for that
requirement. Note that the testing requirements include parts of general knowledge and general skills.

NFPA 1001: 2019 Edition, Chapter 4 Fire Fighter | |

@ 4.1 Gf.‘neraﬂ.l-' qualification mt Level 1, the fire fi

reguirements in 4. 12, the JPRs defined in Sections 4

ter candidate shall meet the ge knowledge requircments in 4.0.1, the general skill

sh 4.5 of this standard. ke

vledge of the mcident management system, amd the

ined in Chapter 5 as well as mission-specific competencies in Section 6.2, Personal Protective Equipment. and Section 6.6,

TEQUINCIMCTis o

Product Comrol, of NFPA 1072

- 125

Edit = Delete

Cognitive Psychomator Product/iProject Pracess Portfodio Other

* General Knowledge Requirements. The arganization of the fire department; the role of the Fire Fighter | in the arganization: the

reting procedures (SOPs) and rules and as {hey apply to the Fire Fighter 1: the

fuce fire s and fatalitios: the role

department mossacn aod 1o

chavioral nnd emotional distress: ispects of the fire

althwy lifestvle to the performance of the dubiesof o fire

Cognitive Psychomotaor Product/Project Process Partfolio Other

mp

seneral Skill Reqllircmems.l heability to don persomul protective clothing, doft personal protective elothimg. perfiomm fickl

reduction of ¢ owals and e et using ropes and the correct knot, and locate informsabic
reduction of ol tools and cquipment wsing ropes and th rrect knot, and locate information m

deparimental ¢

Cognitive Psychomotor Product/Project Process Portfolio Other

‘ 85 101- 890

Edit | Delete

Enter Self Assessment for Test Development (TD) v2 06/01/2021 3



Online Application:

The Pro Board
Online Accreditation Application
Quick Reference Guide

6. Assessment Methodology Matrices (AMM)

4 Enter the Assessment Methodologies (continued)

b. Continue entering the AMMs for the next testing requirement parts.

4.2 Fire Department Communications.
Cognitive Paychomotor ProcuctProject Process Partioio Cither
Cognitive Psychomator ProductiFropct Process Portfalio Other o -
8 =
Edit o
Edit | Dalete
(&) Requisite Knowledge. ’ artmental SOB king af ing atarms, tadio (A) Requisite Knowledge.Departmantal radic peocedunes and etiquette for poutine iffi
codes, of procedures; and in arpnaly
Cognitive Payehomoler ProductProject Process Pestlolio Other Cognitive Pychametor ProductProgect Procass Potiosio Other
. = 58 dam
Edit  Delete Edn | Delete
(B) Requisite Skills.The abifity 1 operate fite department commusnications equapmsend, rélay information, and recond informution (B) Requisite Skilk The shiliey to sperstc miis equapment amil discrisminalc botween toutine und ciserpency bmific
Cognitive Paychamolor ProductProject Process Portfolia Other Cognitive Paychomotor ProductProjact Process Portfota Othar
s5101 - 55103 -
Edi Dedote 1l I'PE b
422 fcene s phane, 56 that procodisss 1o i e calle s Eaomeen it Fiecme Ptk She
- S5104
Cogritive Payehomolor ProductProject Procass Peatiolio. Othver Edit | Detate
68 G
(A) Requisite Knowledge.Fire deperinent poocoduces for ansmering nemenersency feleph (A) Requisite Knawledge.Feronee oo
Cognitve Psychomotor ProductPraject Process Portfolio Other Cognitive Pychomator ProductProgect Process Portfalo Cihar
68 - 10,12
Edit || Dalste Edit | Delote
(B} Requisite Skills, The aniliy to operute fie {B) Requisite Skills. 11 1 for
Cognitive Psychomotor ProductProject Process Portfolio Other
Cogritive Psychametor ProguctProject Process Portfol Other
s
S5104
Edit | Delole
Enter Self Assessment for Test Development (TD) v2 06/01/2021 4




Online Application: The Pro Board

6. Assessment Methodology Matrices (AMM) Online Accreditation Application
Quick Reference Guide

4 Enter the Assessment Methodologies (continued)

c. Continue entering the AMMs for the next testing requirement parts.

2

4.3 Firegrnund Operalinnsll'im duty shall mvolve performiny oessary 1o ensure life safety, fire contral, and property
conservition, according to the JPRs in 4.3.1 through 4.3.21.
" Use self-contained breathing apparatus (SCBA) doring emergency operations, given SCBA and other PPE. 50 that the SCBA is correctly
donned, 1 e - e = = = : e T
WIrnings Respond on apparatus to an emergency scene., given personal protective clothing and other necessary PPE, so that the apparatus is
Coi Establish and opcrate in work arcis al CIMergency sCenes, given protective cquipment, traffic and scene control devices, structure fire and
ok roadway eqiergeney seenes, traffic hazards and downed electrical wires, photovoltaic power systems, batlery storage systems, an assignment, and
S0P, s0 S ~OFeE entry inlo & sirciure; givén +, loods, and an assiEnment, S0 thal the 1O0ls are used as aesrgncd, Ihe barmier 15 removed, and he
I 434 QF 1 2 PPE, teols; and f hat ! | as designed, the | 1, and th
control dd opening i€
Edit S
am, given vision-obscured conditions, so that a safe haven is found before exhausiing the air supply: others
Edit Co Col are not endangercd, and the team integrity is maintained
(A) Req Cognitive Psychomotor Product/Project Process Portfolio Other
procedurd -
(A)Req Edit || g $5202 «
with ridir
Co Edit | Delete
22,23 Col ' (A) Rec
environmn (A) Reg
Eqit | (| 98102 | © 1 aperation o
Sl (A) Requisite Knowledge.Personnel accountability systems. communication procedures. emergency evacuation methods, what constitutes a
Edit safe haven, clements that ¢reate or indicate o hazard, and emergency procedures for loss of air supply
Co Co
(B) Re » . .
e 54,67, 1 33 55 o Cognitive Paychomotor Product/Project Process Portfolio Other
complete . 2, o
(B)Req  Edi e 23, 56, 45, 67 «
Ca
Col Edit | Delete
(B) Re
and ops
Edit (B) Req
| €9 assorted (B) Requisite Skills.The ability to operate as a team member in vision-obseured conditions, locate and follow s guideling. conserve air supply.
and evaluate arcas for hazards and identify a safe haven
Col|
Edit Cognitive Psychomotor Product/Project Process Portfolio Other
$5202 «
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Online Application: The Pro Board

6. Assessment Methodology Matrices (AMM) Online Accreditation Application
Quick Reference Guide

4 Enter the Assessment Methodologies (continued)

d. Continue entering the AMMs for the next testing requirement parts.

|4,3.6 'SE.-[ up, mount, ascend, dismounl, and descend ground [adders, given single and axtension ladders, an assignment, and
eam members il needed, so that hazards are assessed, \he ladder is stable, the angle s comect for climbing, extension ladders are

extended lo the necessary height with the fiv Incked the top is olaced against a reliable struchiral comnonent and the assionment |

accomplished.
Attack a passenger vehicle fire cperating as a member of a team, given PPE, an altack line, and hand tools, so thal hazards

Cognitive Psychan ed, leaking lammable liquids are identified and confrolled, protection from flash fires is maintained, afl vehicle

eompartments are overhaulad, 3
55301

Extinguish fires in exterior Class A materials, given fires in stacked or piled and small unatiached structures or storge contuners that can

Cognitive Peych

Edit  Delete

55401 5 stopped. colla T application is effective,

Edit  Delets
Cogniti Psych it ProductProject Process Portfolio Other

(A) Requisite Knowledge./ s «

placement, differen tles for

structural component for top

(A) Requisite Knowledge.

ward an automobile: of

Edit  Delete

hose lines

Cognitive Psychom

d with them; dahgerous |

23,70

ad, piled materials and outdo:

(A) Requisite Knowledge.1

¥ nts and their effect on differs

Edit Delete Cognitive Boveh | SRS AN

1 methods 1o complete extinguishiment of =tacked

89,80, 91,92

cation methe fiar @kt and fire ¢ erk such as exposure 1o loxic or hasardous

miads nssociated with storage building ond container fires; ¢ s signs of ongin g nd techniques for the preservation of fire couse

(B) Requisite Skills. The abi

dder, judge extension kadder hes

Edit Delete

Cogniti Psych: Product/Project Process Portfolio Other

A S p— -

ros by opening

(B} Requi
Cognitive Psychon | poweles,

S5301
Edit | Delete

Edit | Delete Eogaite Esya

55401

material s configuration, operate handlines or master streams,

(B) Requisite Skills. The sbility 1o recognize inberent luzards refated &
Edit = Delete I up ¥

| wsing nd water

. evaluate for complet

ces, eviluate and

cr application muEcimwm penetration, search for

hetermination, and evaly himen

complete ex

Cogniti Payct Product/Project Process Portiolic Other

Edit | Delete
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Online Application: The Pro Board

6. Assessment Methodology Matrices (AMM) Online Accreditation Application
Quick Reference Guide

4 Enter the Assessment Methodologies (continued)

m Conduct a search and rescue in a struclure operating as a member of a team, given an assignment, obscured vision
condifions, personal profective equipment, a flashlight, forclble entry tocls, hose lines, and ladders when necassary, so thal ladders
are correctly placed when used

and team members' safely — i Attack an interior structure fire operaling as a member of a team, given an attack line, ladders when needed, personal

= protective equipment, lools, and an assignment, sa thal team integrity is maintained, the altack line is deployed for advancement
Coguoitive syt ladders are correctly placed when used, access is gained into the fire area, effective water application practices are used, tha fire is
SSB02 approached correcily, attack techniquas facilitate suppression given the level of the fire, hidden fires are located and controlled, the
carrect body postiure is maintained, hazards are recognized and managed, and the fire 5 brought under control,

Edit | Delete

Cognitive Psychomotor Product/Project Process Partfofio Other

- -

(A) Requisite Knowledge.Principles of fire streams: types, design

(A) Requisite Knowledge.!
Edit | Delete

operiding in obscured conditions ;

team members’ roles and poals, o

considermtions related 1o PCATITALD

essure effects: and fow capabilities of nodes;

procantions to be owed when pdvancing hose Tines toa obser resules that a fice stream has been properly applicd: o crots ba
Cognilive Ps: . ' A s ,
eg ¥ conditions created by fire; principles-of exposure protection: potential lon n-consequences of exposire o products of combastion: physieal
stabes of motter m which fuels are found: common types of sccrdents or mjunes and their causes: and (he appheation of each size and type of atisck
4, 55, 56 e
line, the role of the backip team i fire aitsek situations, attack and control technigques for grade level and above and below grade levels, and
Edit || Datete exposmg hidden fires

Cognitive Psychomotor ProductProject Process Portfolio Other
(B) * Requisite Skills.Th - e 2 5

ol rescue operl

24, 25,29, 45, 56

Tunet A, FeREUE A person whio
Edit Delsle

Cognitive Psy|

35802

B} Requisil# Skl‘.l;s.l he ;|!1:i:I). o prevent water hammers when :.'Irlllr-;g_ down nozzles; upsr, ¢lose, nawd achjust nowsle Now and pisttenns; apply
Edit | Detete

water using dircct: mdirect, and combination attacks: advance cha and unchorged 1% in. (33 mm) dismeter or lnrper hose lines wp fad

; anil

up and dovwn interior and extenor stnirways: extend hese lines: replace burst hose sections operale charged hose Iimes of 1 in. (38 mni ) dismeter

or larger while secured to a groumd Fdder; couple and uncouple various hamdline connections; camy hose: attack fires at grade level and above and

below grade levels: and locie ind suppress interior wall and subfloor fires,
Cognitive Psychomotor Product/Project Process Portiolio Ofther
SE804
Edit Delete

Enter Self Assessment for Test Development (TD) v2 06/01/2021 7



Online Application: The Pro Board

6. Assessment Methodology Matrices (AMM) Online Accreditation Application
Quick Reference Guide

4 Enter the Assessment Methodologies (continued)

eriorm horzontal ventilation on g structuré operating as part oo team, given anassignment, PPE, ventilation tools, equipment, and

Indders, 5o that the ventilation openines sre free of obatmictions. toels are used a5 desioned . ladiders are comeetly olaced. ventilation deviees ane

correctly placed, and the structure

and tools, so that ladder

ssignment, PPE. ground and roof ladders.

s are removed. structural ing

erily is nol compromised. pro

Cognitive Psy

il aim s i, S0 that structural integrity 15 not

55805

puished

Cognitive
Edit  Delete
5570 Cognitive Psychomotor Product/Project Process Portfolio Other

2
Edit | Delete Hs805 -

(A) Requisite Knowledge.1 Edit | Delete

considerations when venting a stn

(A} Requisite Knowledg

and prevention of backdrafis; and r
\.IJI.'[)' |3I HIOns [or v n.'!\fll\;_' i
construction type and elapsed i
Cognitive Bsyd | oniitation
34, 56, 78
Cognitive P
Edit | Delete : Cognitive Psychamotor Product/Project Process Portfolic Other

102, 103, 105, 111
99,101, 123 «

Edit = Delete
(B) Requisite Skills.The 4 Edit  Delete

for breaking window and door

Cognilive Py

and ap

n atiack 1

< 10 expose void spaces

(B) Requisite SKills. The abality 1o deplaoy
(B) Requisite Skills.Th s S

S5805 roofing and flooring material
ools; select, canry, deploy, ai
Edit Delete ground ladder; and camy ver]

gis

yly water for maxiomon in walls, ceilings, and

Cognitive Psychomotor Product/Project Process Partfolio Other

Cognitive P 55805 «

SS70  Edit  Delete

Edit Delete
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Online Application:

6. Assessment Methodology Matrices (AMM)

The Pro Board

Online Accreditation Application
Quick Reference Guide

4

Enter the Assessment Methodologies (continued)

.\uwnr property a5 a member of a1

ceted from funther damage

given salvage tools and equipment and an as

nl. 5o that the building and s contents are

Copnect a i

Cognitive Psyc

235808
Cognitive Psychomotor
Edit Delete
55801

Edit

Delete

(A) Requisite Knowledge. 1]

opertions

head, i f the main con

(A) Requisite Knowledge.@.o

protecting possible-arcas ol

waler supply sources, procedures, o

rimenl pumpes

waler aouree, o that connections are tight and water Mow s unolbstrusiee

10 2 water s,

Product/Project Process

& team, given supply or intake hose, hose tools, and a fire hydrant or

Portfolio Other

Cognitive Psyd Cogniti Psych ;
101, 103, 105 35,79, 126
Edit Delete Edit  Delate

(B) Requisite Skills, The abifi (B) Requisite Skills. The abibity 10 hand

tanks as well

1 caich = . £\ rana RECeSErY 108
and catch-alls: remoeve water; cov NECEEHI

ply hose 16 a hy

Cognitive Psychomotor

55901

Edit

Delete

Edit  Delete

ik
il

st he fire i complately exting

Cognitive Psychomalor

55805 -

Edit

Delete

(A) Requisite Knowledge.The

fire; and the operating methods ¢

classific

and li

Cognitive Psychomator
235, 125, 167 «
Edit Delata

(B) Requisite Skills. The ability 1o operste portable fire cxtings

extinguisher based o e and type o

Cognitive Psychomotor

é=

55805

Extingaish ingipient Class AL Class B and Class C fres: given a selection of portable fire extingui

and correct extingueshe

e so that the cormect extinguishar

linge teclimpques ane fosllowed,

Product/Profect Process Portiolio Other

of fire; the types of, rating systems for, and risks associated with each class of

ns of poriable extinguishers.

Product/Project Process Portfolic Other

sach fire with portuble fire extin

fire extingushers,

Process Portfalio

Other

4.3.16 * Extn,

osen, e fire is com

ki
ishor

Cognitive

Psychomotor

55805

Edit

Delete

ProductProject

Portfolio Other
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Online Application: The Pro Board

6. Assessment Methodology Matrices (AMM) Online Accreditation Application
Quick Reference Guide

4 Enter the Assessment Methodologies (continued)

r. given fire service lighting equipment, power supply, and an assi

nment, so that emergency scene

manufaciures’s |

i T building utilities, given tools and an assignment, so that the assignment is safely e sted,
Cognitive Psyc 4.3.18 Furn off building utilities, given tools and an assignment. so that the assignmient is safely completed.

55903 Cognitive Py 4-3.19 | Combat a gr

LS

sund cover fire operat hose lines, extinguishers or

@ as a neember of @ team, given protective clothing, SCBA (if needed)

hand tools, and an as: rent, so that threats to property are reported, threats o personal safety are recognized, retreat i quickly accomplished

Edit Delete 550904

when warmnted, and the assignment is completed,

Edit  Delete Cognitive Psychomotor Product/Project Procass Portfolio Other

(A) Requisite Knowledge.s: Ss807 -

Cognitive Psyc (A) Requisite Knowledg Edit Delete

45, 47,52, 65 methods and associated dang
i nitive Ps!
Edit | Delete £ | Y (A) Requisite Knowledge. Types of ground cover fires, parts of ground cover fires, methods to contain or suppress, and safety principles and
78, 87, 90, 92 practices
(B) Requisite Skills. The abili Edit Delete Cognitive Psychomator Product/Project Process Portfolio Other
interrupter { GFL) devices, and locat 120, 123, 125, 126 «
Cognitive Psycl Edit | Delete

(B) Requisite Skills.The abil

55803

Cognitive Psy; (B) Requisill: Skills. The ability 10 determine exposure threats based on fire spread potential, protect exposures, construct  fire line or

extinguish with hand tools, maintain integrity of established fire lines

55004
Cognitive Psychomotor Product/Project Process Portfolio Other

55807 -

Edit Delete

Edit = Delete

Enter Self Assessment for Test Development (TD) v2 06/01/2021 10



Online Application: The Pro Board

6. Assessment Methodology Matrices (AMM) Online Accreditation Application
Quick Reference Guide

4 Enter the Assessment Methodologies (continued)

:E— a knot appropriate for hoisting tools, given PPE, tools, ropes, and an assignment, so that the knots used are appropriate
or hoisting tools securely and as directed.
Cognitive Psych o Other
53105 | 4.3.21 Rir Monitoring.Operaie an air-monitoring instrument. given an air monitor and an assignment or task, so that the device is operated
and the fire fighter recognizes the high- or low-level alarms of the air monitor and takes action to mitigate the hazard.
Edit | Delate
Cognitive Psychomotor Product/Project Process Paortfolio Other
A) Requisite Knowledge.k '
(A) Requisite Knowledge.Kn 55906 «
the typesof knots to use for given ic
activities :
i Edit Delete
Cognitive Paych
12,15, 19, 23
(A) R?quisilf KIIG\\'ledge.}{l'.c-\\']ud_gi_' of the various uses for an air momtor, the basic operation of an air monttor, and recognition and
Edit Delete emergency actions o be taken upon the activation of the high- or low-level alarms of the air monitor,
Gognitive Paychomotor Product/Project Process Portfolio Other
(B) Requisite SKills. The ability 00, 91, 98, 99 «
Cognitive Psych  Edit  Delete
S8105
Edit = Delete
(B) Requisite Skills. The ability to operate the air monitor, récognize the alarms. and react 1o the alarms of the air monitor
Cognitive Psychomotor Product/Project Process Partfolio Other
55906 -

Enter Self Assessment for Test Development (TD) v2 06/01/2021 11



Online Application: The Pro Board

6. Assessment Methodology Matrices (AMM) Online Accreditation Application
Quick Reference Guide

4 Enter the Assessment Methodologies (continued)

5 Complete an AMM and Proceed to the Next AMM
When you have finished entering the AMM information for the first Level for a Standard and Edition, click the Save
and Proceed button at the bottom of the screen. On the menu column, select the next Level and repeat the
process of filling in the assessment methodology matrices until all Levels have been designated with AMM proof of
certification testing.

fire through response readiness, according to the JPRs in 4.5, land 4,5.2.

4.5 Preparedness and Maintenance§ s dury shall .nu.m---_._u-_\.n-.-m..;. reduce the loss of life and property due to

" Clean and check ladders, ventilation equipment, SCBA,

and an assignment, so that equipment is.clean and maintained ace

25, salvag tipment, and hand tools; given cleaning tools, cleaning supplics,

ing to manufacturer’s or departmental guidelines, maintenance is recorded,

and equipment is placed in a ready state or reported otherwise.

Cognitive Psy{
lean, inspeet. and return fire hose to service, g

noted and corrected, the hose is clean, and the equipment is placed in a ready state for service.
Juy k.

en washing equipment, water, detergent, tools, and replacement gaskets, so that damage is

Fdit || Delete Cognitive Psychomotor Product/Project Process Portfolio Other

55091 -

(A) Requisite Knowledgt Edit | Delete
manufacturer's or departmenta

Cognitive Py (A) Requisite Knowledge.Departmental procedures for noting a defective hose and removing it from service, cleaning methods, and hose

rells and loads.

88, 89, 90, 95

Edit Delete Cognitive Psychomoter Product/Project Process Portfolio Other

34,57, 87 —

Edit Delete

(B) Requisite Skills.The ubil

and reporting procedures.

Cognitive Psy!

85990| (B) Requisite Skills.The ability to clean different types of hose; operate hose washing and drying equipment; mark defective

hose; and replace coupling gaskets, roll hose, and reload hose.
Edit | Delete

Cognitive Psychomotor Product/Project Process Portfolio Other

' $8991 L ]

Edit Delete

Save and Return | Save and Proceed - @

Enter Self Assessment for Test Development (TD) v2 06/01/2021 12



Online Application: The Pro Board

7. Enter Application Self Assessment - Online Accreditation Application
Documentation Quick Reference Guide

As part of the self assessment for your agency, you may choose to upload additional documentation which may support your
application. An example of this documentation may include the state law appointing your agency as the authority for
firefighting testing. To upload any supporting documentation for the self assessment, follow these steps:

1 Sign On to the Online Accreditation System
If you are not already in the Online System, use a browser and enter the URL link to the Accreditation System:
https://theproboard.org/web-based-application-system/.
See the Pro Board’s Welcome screen, then scroll down and click on the Web-Based Application System button.

On the Welcome screen, enter your User Name and Password and click the Sign In button.

2 Edit the Online Application for your Agency
See a Dashboard or My Applications list of your agency’s applications to date. Click the Edit button to the right of the desired
application line, to call up its details and enter more information.

NOTE: See your user name highlighted in yellow in the top right of the screen. To exit the Online System at any time, click
the Sign Out button.

International Accredilation for Fire Senvice Organizations — f =D v

AboutUs Accreditation Applicants  Accredited Agencies Committee & Board Cerlification Candidates  Contact Us

Welcome to the Accreditation System!

Please sign in, If you do not have an agcount, you may create one.

User Name

Dottie1- End User

Password

» l Sign In l Forget Password | Create an Account

International Accreditation for Fire Service Organizations — f =Mmw

About Us  Accreditation Applicants  Accredited Agencies Committee & Board Certification Candidates Contact Us

Dashboard My Account My Applications FAQs
: - Welcome, Dottie Keene- End User!  gign out
Application Y Agency Y  Assignment T LastAction Y ‘
- 2020 Accreditation XYZ Fire District Pending 04/26/2020

Upload Documentation for Self Assessment v2 06/01/2021 1



Online Application:

The Pro Board
Online Accreditation Application
Quick Reference Guide

7. Enter Application Self Assessment -
Documentation

3 Navigate to Self Assessment Documentation
See the first screen of the application in progress: the Agency Profile contact information.

Scroll down to see the lefthand menu list section for Self Assessment; click on the Supplemental Documentation link.

Intemalional Accredifation for Fire Service Organizations

GO = © v

AboutUs  Accreditation Applicants  Accredited Agencies  Commitive & Board  Cerlification Candidates  Conlact Us

FAQs
Dottie - Test Account Sign Oul
Siatus: Pending Wi 20 2 O A d 1 1 . A P f' I
= ccreditation: Agency Profile
mn
Contact Information
eport First Name
Much of My Dottie
lication is Complete? Criterion TD2
Full Application Last Name ;_-" Critarion TD3
Keene-EndUser | / Criterion TD4
kAgency Profile s Section 3: Test
Standards, Levels and Administration (TA)
i End Use
Ection = 4 Criteria
Delegation of Autharity ."'I Criterian TA1
il
Candidale Cerlification Ao Linet / h———
Options and Annual Fees 123 Main Stregt el
Marketing / Promotion of l,."' Criterion TA3
Address Line 2
by Honed ' Criterion TA4
Self As Sulte 1/
il Criterion TAS
) City Criterion TAE
ot ]
Amyigm Criterion TA7
Criterion TAS
| PA e
]
Jj\.aba,,,a Assessment Methodology
/ Matrices (as identified in
I,-" Country your application)
¥ 'l
y - /| United States NFPA 1001: 2019
- il
/ Edition, Chapter 4 Fire
/ Pastal Code )
/ o Fighter |
/ 01234
i / Documentation
/
Fhons + Supplemental
- 123-456-7890 Documentation
i (Optionatl)
Upload Documentation for Self Assessment v2 06/01/2021 2



Online Application: The Pro Board

7. Enter Application Self Assessment - Online Accreditation Application
Documentation Quick Reference Guide

4 Navigate to the Document File
See the screen for uploading supplemental documentation. Note the instructions at the top of the screen, indicating the
acceptable formats to use for uploading. Click the “Select files...” button to navigate to the file directory location of the
documentation. Locate the desired document in the file directory, select it and click the Open button to upload it.
Note: only select one document at a time to upload.

5 Upload the Document
See the file being uploaded to the online application. Watch as the “Uploading” status changes to “Done”.

6 View the Uploaded Document
See the file added to the list. Click the View button to call up the document and ensure it uploaded correctly.

Option: click the Delete button to remove the document. You will be prompted to verify that you wish to delete.

7 Continue
Repeat these steps to select additional documentation files, uploading one at a time. When finished, click the Save and

Proceed button at the bottom of the screen; this will automatically take you to a review of your application.

swsrmam v 2020 Accreditation : Supplemental

Print

sump Documentation (Optional) @

Progress Report Please provide any supplemental documentation for clarification purposes (e.g., letters, skill sheets). We allow Word, Excel, and PDF -

How Much of My files no larger than 4MB.

Application is Complete?

Name Size
\fiew Full Application
Sl Organizational Chart.doc 29 kb View Delete

Application

Agency Profile

Standards, Levels and

Editions

Delegation of Authority Save and Return  Save and Proceed

sanrmane e 2020 Accreditation : Supplemental

Print

' .

npe: Documentation (Optional)

Progress Report Please provide any supplemental documentation for clarification purposes (e.g., letters, skill sheets). We allow Word, Excel, and PDF
How Much of My files no larger than 4MB.

Application is Completa?
Name Size
View Full Application

Organizational Chart.doc 29 kb View Delete
Selact files.. l 2 Uploading l — Accred notes.docx 4,130 kb @ View Delate

Ceversana

ms= N
| - 85 . doCcx

Delegation of Authority
— "
Candidate Certification o A DR A

Options and Annual Fees

Marketing / Promaotion of

the Pro Board Save and Return J| Save and Proceed - @

Upload Documentation for Self Assessment v2 06/01/2021 3



The Pro Board
Online Accreditation Application
Quick Reference Guide

Online Application:

8. Complete and Submit Application

To complete the entry of your application online, you must first check your work and ensure that all sections are complete.
Then you may submit the application. To complete and submit your application, do the following:

1 Sign On to the Online Accreditation System
If you are not already in the Online System, use a browser and enter the URL link to the Accreditation System:
https://theproboard.org/web-based-application-system/.
See the Pro Board’s Welcome screen, then scroll down and click on the Web-Based Application System button.

On the Welcome screen, enter your User Name and Password and click the Sign In button.

2 Edit the Online Application for your Agency
See a Dashboard or My Applications list of your agency’s applications to date. Click the Edit button to the right of the desired
application line, to call up its details and enter more information.

NOTE: See your user name highlighted in yellow in the top right of the screen. To exit the Online System at any time, click
the Sign Out button.

International Accredilation for Fire Senvice Organizations — f =D v

AboutUs Accreditation Applicants  Accredited Agencies Committee & Board Cerlification Candidates  Contact Us

Dashboard

Welcome to the Accreditation System!

Please sign in, If you do not have an agcount, you may create one.

User Name

Dottie1- End User

Password

» l Sign In l Forget Password | Create an Account

International Accreditation for Fire Service Organizations — f =Mmw

About Us  Accreditation Applicants  Accredited Agencies Committee & Board Certification Candidates Contact Us

Dashboard My Account My Applications FAQs
: - Welcome, Dottie Keene- End User!  gign out
Application Y Agency Y  Assignment T LastAction Y ‘
- 2020 Accreditation XYZ Fire District Pending 04/26/2020

Complete and Submit Application v2 06/01/2021 1



The Pro Board
Online Accreditation Application
Quick Reference Guide

Online Application:

8. Complete and Submit Application

3  Review a List of Entry Completion Status
See the first screen of the application in progress: the Agency Profile contact information.

On the lefthand menu list, click the link for “How Much of My Application is Complete?”.

See an Accreditation Review screen. Review your completion status at the top of the screen. If incomplete, the
message will be highlighted in pink. Scroll down through the list of sections to find the area(s) which are incomplete.
Note that the Submit button at the bottom of the screen is grayed out and not available unless all sections have a
complete status.

Using the lefthand menu list, select each section that is incomplete, and perform the required information entry. Then
return to the Accreditation Review and doublecheck the status until all sections are complete.

Intemational Accreditation for Fire Service Organizations _ f=my

AboutUs  Accreditation Applicants  Accredited Agencies  Committee & Board  Certification Candidates  Contact Us

Walcome, End User! ‘
Status; Pending View 2020 A d' 1 . R H
ccreditation : Review ;
Print Criterion TA1 Yes
- * Your application is not COMPhlEI Please review the sections below and Till out any that are listed as “incomplete”. You Criterion TAZ Yos
dump fo: ‘may then return to this screen and submit your application,
Progress Report Critarion TAZ Yes
FHow Much of My Application Is Complate? Criterion TAd Yes
Application is
v P
Complete? fopncy Eroia Yez Criterion TAS Yes
View Full Apphcation Standards, Levels and Edilions Yes it 'r
riterion as
Delegation of Authority Vs
Criterion TAT Yes
Candidate Certification Options and Annual Fees Yes.
Criterion TAE Yeg
Marketing / Promotion of the Pro Board Yes
X 7
ot 15 Complete? Assessment Methodology Matrices Is Complete?
Soction 1: Prograrm Administration (PA] Griteria Yiss MFPA 1001: 2019 Edition, Chapter 4 Fire Fighter | Yes
Yeg Documentation Is Complete?
Criterion PAZ Yes Supplemental Docurmentation {Optional) Yes
Critérion PA3 Vs
{application must be complete to submit)
Criterion PA4 Yes
Criterion PAS Yies
Criterion PAE Yes
Criteron PAT Yos
o
[ 5ection 2: Test Development (TD) Criteria No -
Criterion TD1 Yes
Criterion TD2 Yeos
s
f riterion 03 [T | -
Criterion TD4 Yes
Section 3: Test Adminisiration (TA) Critesta Yes

Complete and Submit Application v2 06/01/2021 2



The Pro Board
Online Accreditation Application
Quick Reference Guide

Online Application:

8. Complete and Submit Application

Submit the Application
Perform a final check that your application entries are complete and ready for submission, then submit the application.

a. Onthe application’s left menu bar, click on the link for “How Much of My Application is Complete?”.

b. See the Review screen with an entry completion message at the top, highlighted in peach, with all entries
noted as complete.

c. Scroll to the bottom of the Review screen and click on the Submit button.

Status: Pending View 2 O 20 A d 't t' . 1
ccreditation : Review
Print
« Your application has been filled oul. Please review the sections below and submit your application when you are ready
Jump to:
Progress Report ;
¥ How Much of My Application s Complete
Application is Agency Profile Yes
Complete?
View Full Application Standards, Levels and Editions Yes
Application Dalegation of Authority Yos
Agency Profile Candidate Certification Options and Annual Feas Yes
Standards, Levels and Marketing { P tion of the: Pro Board Yos
Editions
Oelagation of Authorty AT ‘ IComEeE
Candidate Ceriification Section 1: Program Administration (PA) Criteria Yos
Options and Annual Fees
an PAY Assessment Mathodology Malrices s Complate’? Yoz
Markating / Promotion of
the Pro Board Criterion PA2 Criterion PAS Yes fes
Self Assessment Critarion PAS Criterian PAT Yes Yes
Thadricton Critarion PA4 Section 2: Test Davelopment (TD) Criteria Yes Yos
Section 1: Program
. Criterion TD1 Yes
Administration (PA) Criterion PAS ; Yes
Criterion TDZ Yars
Criterion TD3 s
Criterion TD4 Yes
Section 3: Test Adminésiration (TA) Criteria Yos
Griterion TA1 Yes
Criferion TAZ Yes
Criterion TAJ Yes
Criterion TA4 Yes
Criterion TAS Yes
Criterion TAG Yes
Criterion TAT Yes
Criterion TAS Yes
Assassmenl Methodology Matrices is Complata?
NFPA 1001 2019 Edition, Chapter 4 Fire Fighter | ‘fag
Documentation is Complete?
Supplemental Documentation {Dptional) ‘fas

Complete and Submit Application v2 06/01/2021 3



The Pro Board
Online Accreditation Application
Quick Reference Guide

Online Application:

8. Complete and Submit Application

5 Confirm Application Submission
See a submission confirmation message, indicating that you successfully submitted the online application for Pro Board
review. Note that the next step states that you will be contacted by a Pro Board technical analyst after an initial screening of
the submitted application.

Also note that the application Status (shown at the top of the left menu bar) has changed from Pending to Submitted.
Wait for a response from the Pro Board technical analyst.

Internalional Accreditation for Fire Service Organizations _ f =nDw

About Us  Accreditation Applicants  Accredited Agencies Commitlee & Board Certification Candidates Contact Us

Dashboard My Account My Applications FAQs

Welcome, Dottie Keene- End User! Sign Out

Status: Submitted - 2 . . - C I
020 Accreditation : Complete @
You have completed your Accreditation application and successfully submitted it for review. h
Jump to:
Progress Report You will be contacted by our Technical Analyst within a few days either by phone or email,

View Full Application

Complete and Submit Application v2 06/01/2021 4



The Pro Board
Online Accreditation Application
Quick Reference Guide

Online Application:

9. Technical Review Responses

Once a Pro Board technical analyst has reviewed your application, you will be notified and asked for responses to the
feedback provided. Responses should clarify and add detail to the information already given. Enter your responses to each
area of feedback until the technical analyst is satisfied that the application content is complete and ready for review by the
Pro Board Committee on Accreditation. NOTE: You may have to go through several rounds of feedback before your
responses are fully accepted as complete. To provide the responses to the technical review, do the following:

1 Navigate to the Online Accreditation System
Enter the URL link to the Accreditation System: https://theproboard.org/web-based-application-system/.
See the Pro Board’s Welcome screen, then scroll down and click on the Web-Based Application System button.

2 SignOn
On the Welcome screen, enter your User Name and Password and click the Sign In button.

URL Link:
hitps://theproboard.org/web-based-application-system/

International Accreditation for Fire Service Organizations S =0 v

AboutUs Accreditation Applicants  Accredited Agencies Committee & Board Certification Candidates Contact Us.

Web-Based Application System

The Pro Board Web-based Application System is designed for and is restricted to those agencies who have been deemed eligible for
accreditation, who are seeking to become re-accredited, who desire to extend their current accreditation, or change their accredited processes.

If you are NOT the designated contact person for an eligible agency, do not apply for an account using this system.

If you are seeking information concerning your agency becoming accredited, please contact Accreditation Manager Bob Rand

at rrand@thepreboard.org. He will provide guidance and advise when it is appropriate to set up an account for the online application system.

If you are an individual seeking information regarding a certification that was awarded by a Pro Board Accredited Agency, DO NOT apply for an
account using this system. Instead, use the Certification Search.

If an account is made under the above circumstances, your account application will be rejected.

If you are an existing Pro Board accredited agency seeking to create an online account or if you are a newly deemed eligible agency by the
Accreditation Manager Bob Rand seeking to be accredited by Pro Board, please continue by clicking here:

‘ Web-Based Application System Web-Based Application System Training Video

< C  © applicationstheproboard.org o w T H O H GERB

International Accreditation for Fire Service Organizations

About Us  Accreditation Applicants  Accredited Agencies Committee & Board Certification Candidates Contact Us
Dashboard FAQs

Welcome to the Accreditation System!

Please sign in. If you do not have an account, you may create one.

User Name

AGENCY ACCOUNT UseriD -

Password

Sign In | Forgot Password  Create an Account

Online Application — Provide Technical Review Responses v2 06/01/2021 1



The Pro Board
Online Accreditation Application
Quick Reference Guide

Online Application:

9. Technical Review Responses

3 | Call Up the Application
See a Dashboard or My Applications list of your agency’s application. Note that the application being processed will have an
Assignment of “Pending” once again. Click the Edit button to the right of the application line to call up its details.

Dashboard
Y LastAction Y ‘

Application Y Agency
06/20/2020 Edit

2020 Accreditation XYZ Fire Digtrict «

L1 5

4 Review Technical Review Feedback and Provide Responses
Look at the nature and quantity of feedback provided by the Pro Board technical analyst:

a. Onthe application’s left menu bar, click on the link for “Feedback”. See a list of all the feedback, by
section and subsection within the application.

b. Scroll down as needed and review the feedback. Assemble your responses and any attachments
requested. Then begin entering the feedback by clicking the “Jump to Feedback” button to the right of a
feedback item.

sowsremdne v 2020 Accreditation @ Feedback @

Frint
Feedback From Tvpe Last Update
Jump to:
Dottie3STECHANALYST Keene Self Assessment 07/22/2020 Jump to Feedback
Progress Report
How Much of My Criterion PA1
Application is Complete? Is there a state. federal, or provincial law that may be sited hera?
&
Dottie2ACCREDMGR Keene Self Assessment 0712272020 Jump to Feedback

View Full Application
Criterion PA1
This looks good! BUT we need to see the report you are referencing on Undue Hardship. Please attach.

Application
Agency Profile

Standards, Levels and Dotlie2ACCREDMGR Keene Self Assessment 07/22/2020 Jump to Feedback
Editions
Criterion PA4

— .
Disgarpa cauthoty Please provide their names and addresses/email contact info.
Candidate Certification

i 1
UpkanéapcAnniialGens Dottie? ACCREDMGR Keene Self Assessment 0712212020 Jump to Feedback

Marketing / Promotion of
the Pro Board Criterion PA4

what do these acronyms mean?
Self Assessment

Instructions Dottie3TECHANALYST Keene Self Assessment 06/22/2020 Jump to Feedback

L S N |

Section 1; Praogram

! Criterion PAS
A lan (BAY

Online Application — Provide Technical Review Responses v2 06/01/2021
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The Pro Board
Online Accreditation Application

9. Technical Review Responses Quick Reference Guide

4

Provide Responses (continued)

See a screen of the details behind the technical review feedback and provide a response:

c. Scroll down as needed through the section until you find the area where feedback was provided —the
question will be highlighted in dark gold. Review the section and question and your initial answer.
Review the feedback comment/question from the technical analyst. Update your initial answer by
clarifying and/or adding to the response.

d. Click the Save and Return button to go back to the Feedback screen.

NOTE: You may wish to contact the Pro Board’s technical analyst directly for assistance with understanding the
feedback and completing your responses.

NOTE: It may take some time to enter/provide all of the responses in a section. To ensure that you do not lose
data entered, avoid a session timeout by frequently clicking the Save and Return button to save your interim work.
Then return to the section and continue with response entry.

Status: Pending View

Print

Jump to:

Progress Report

How Much of My
Application is Complete?

Feedback

View Full Application
Application

Agency Profile

Standards, Levels and
Editions

Delegation of Authority

Candidate Certification
Options and Annual Fees

Marketing / Promotion of

Self Assessment

2020 Accreditation ; Self Assessment

View Instructions

CRITERION PA1

The agency shall ensure that the certification process is nondiscriminatory and available equitably to all persons served by the

agency.
For each question, provide or describe the following: o

1. The written policy, procedure, statute, etc. that addresses nondiscrimination
Is there a state. federal, or provincial law that may be sited hare?

i
[

E I U t

il

Al certification examinations conducted are open and available to anyone without regard to race,
sex, handicap, country or nationality, The Department has an Affirmative Action Plan and regularly
files reports with the appropriate state agencies responsible for this issue.

The state law is found at the following URL: [URL inserted here]

4

the Pro Board

Save and Return | Save and Proceed

Online Application — Provide Technical Review Responses v2 06/01/2021 3
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9. Technical Review Responses

4

Provide Responses (continued)

The Pro Board
Online Accreditation Application
Quick Reference Guide

e. Continue working through the feedback, jumping to the section and questions within the application and
providing responses, until all feedback has been answered.

Status: Pending View

Print

Jump to:

Progress Report

How Much of My
Application is Complete?

View Full Application
Application
Agency Profile

Standards, Levels and
Editions

Delegation of Authority

Candidate Certification
Options and Annual Fees

Marketing / Promotion of
the Pro Board

Self Assessment
Instructions

Section 1: Program
Aoadminiciratinn (B4

2020 Accreditation : Feedback @

Feedback From Type Last Update

Criterion PA4

Please provide their names and addresses/email comact info.

Dotie2ACCREDMGR Keane Self Assessment 0712212020 Jump te Feedback

Criterion PA4
what do these acronyms mean?

Dottie3ATECHANALYST Keene Salf Assassment

Criterion PAS
This needs more detail of what you actually do in an appeal

Dottie2ACCREDMGR Keane Self Azsassmeant

Criterion TA3

Dottie2ACCREDMGR Keane Self Assessment

Do you have a checklist you utilize to inspect off-site locations? If so, please provide a copy.

Criterion TD3
Describe the levels of performance breakout that you utilize...

1 NN

DEf22r2020 Jump 1o Feedback

072212020 Jump to Feedback

oF/222020 Jump to Feadback

Online Application — Provide Technical Review Responses

v2 06/01/2021
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Quick Reference Guide

Online Application:

9. Technical Review Responses

Provide Responses (continued)

Once you have provided all responses and updated your application, review the Feedback list again and ensure you are
finished with the responses you needed to give.

f.  If you jump to the feedback in each section, you should see questions highlighted in dark gold, with the

technical analyst’s feedback in red and the updated answers in the entry boxes.

CRITERION PA1

The agency shall ensure that the
agency.

pracess Is y and available equitably to all persans served by the

For each question, provide or describe the following:

=

1. The written poticy, procedure, statute, efc. that addresses nondiscrimination
Is there a state. federal, or provincial law that may be sited here?

BT W HE

g |
Al certification examinations conducted are open and available to anyone without regard to race,

sex, , country or r y. Th
files reports with the appropriate state a CRITERION PA4 l

The state law is found at the following Ul

2. The namas of the and their on the agency’s advisary board or committes, if an aovisory
board model is used.
Please provide their names and addressesiemail contact info. -
B I u

2, The written policy, procedure, elc. thal identifies eq “Sobrs a0l Yink Doé
o TR John Doe, 34 School St., Montgomery AL 04139 jdoel@ALfa@org

This looks good! BUT we need to see the rep:

¥ Jane Doe, 19 Hosmer Lane, Montgomery AL 04138  jdoe2@ALffa.org

By EN
The following is the pelicy to address candid;
Definitions:
“Reasonable Accommodation® means any a
allow a qualified individual with a disability to
accommodations do not involve undue hard:
“Undue Hardship” means significant difficult
is determined by assessing:
+ The nature and cost of the accommadati
+ The size of the budget and resources:

3. A list of any groups from whom you sglicit fnput that are nol represented on the advisory board or committee.
what do these acronyms mean?

B I ==

u

(]

1AFC - nternational Association of Fire Chiefs

IAFE - International Association of Fire Fighters

CRITERION TA3 l

4 If your agency conducts remole cerdification lests in varous ad ho incations that are determined at the lima of seheduling, provide
or describe the policy, procedure, etc. that aliows you to ensure thal the facilities and equipment are adequate to provide vaifd and
safw testing of all of the objectives,

Do you have a checklist you utilize to inspect off-site locations? If so, please provide a copy.

B I U

CRITERION TD3 | ‘

Field visits are conducted prior f
examination. Each site is evalua
throughout the date(s) schedule
reviewed. Equipment used at ex|
tested.

We do NOT have a checklist for

B4, Procedures for skiis fas! item and skifls fest analysis
Describe the levels of performance breakout that you utilize,,

B I U

a

Skills examinations are \
performance,

and improvedirevised as necessary based on the candidate's

- Exceeds expected
« Meets expected
+ Needs Improvement

Online Application — Provide Technical Review Responses
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Online Application:

9. Technical Review Responses

Submit the Technical Review Responses
Return the responses to the Pro Board technical analyst by re-submitting the application, as follows:

e On the lefthand menu list, click the link for “How Much of My Application is Complete?”.

e See areview screen, showing that all sections are complete.

e Scroll down to the bottom of the review screen and click the Submit button. This will turn the application Status to
“Submitted” and will make the application available to the Pro Board technical analysts for further review.

seeremane v 2020 Accreditation @ Review
Print =
« Your application has been filled out. Please review the sections below and submit your application when you are ready.
Jump to:
Progress Report
icati v
»How Much of My Application Is Complete?
Application is Ageney Profile ves
Complete?
Feedback Standards, Levels and Editions Yas
View Full Application Delegation of Authority Yes
Application Candidate Cerlification Options and Annual Fees Yes
fgancy Profile Marketing / Promiotion of the Pro Board Yes
Standards, Levels and
Editions Self Assessment Is Complate?
Delegation of Autharity Section 1: Program Administration (PA) Criteria Yes
Candidate Certification Criterion PA1 Vs
Options and Annual Fees
Marketing / Promaotion of Criterion PAZ Yes
P
e Fre Breerd Criterion PA3 Vs
Self Assessment
Criterion PA4 Yas

submit |

Online Application — Provide Technical Review Responses v2 06/01/2021 6
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Online Application: Online Accreditation Application

10. Responses to COA Comments Quick Reference Guide

Once a Committee on Accreditation (COA) Site Team Leader contacts the agency and begins the discussions about feedback
and comments from the Committee on Accreditation (COA), look for an email notifying you that comments are ready for
your review. Call up the online application and respond to the comments as follows:

1 Navigate to the Online Accreditation System
Receive an email from the Pro Board, indicating that COA comments are ready for your review. Click the link in the email to
go to the Online Accreditation System: https://theproboard.org/web-based-application-system/.
See the Pro Board’s Welcome screen, then scroll down and click on the Web-Based Application System button.

2 SignOn
On the Welcome screen, enter your User Name and Password and click the Sign In button.

3 | Call up the Application
On the Dashboard or My Applications screen, see your application with a Status = Comments Submitted to Agency. Click the

Review button to the right of the application line.

ProBoard.org: Respond to Comments D inboxx

applications@theproboard.org @
lome * ‘

Dear Dottie,

Your 2020 Accreditation application for XYZ Fire District has comments that you may respond to. l

- Please go to hitp:/applications theproboard orglAccreditation/ReviewComments/968 to review the comments and respond.

Thank you,

TheProBerrd intemationat Ace, diation o Fire Serviee Organizations GO = v

About Us  Accredfiatio ' Applicants  Accredited Agencies  Committee & Bosrd  Cortification Candidstes  Contact Us

Dashboard

Welcome to the Accreditation

Please sign in. | you 86 not have ar ACCount, you may ofeals one
User Hame

End User Agency applicant ID «

Dashboard

Dashboard ‘ @

Walcoms  End User applcant  sigs Out

\ 4

2020 Accraditation X¥Z Fire Digtrict Commeants Submitted fo Agancy DBZ02020 Review

e

Select Application Type Start Mew Application

RRlcaton T | Agancy T Azsgnment T Lasiaction Y

Online Application — Responses to COA Comments 06/01/2021 1



The Pro Board
Online Accreditation Application
Quick Reference Guide

Online Application:

10. Responses to COA Comments

4 Review and Respond to COA Comments
See the application details and do the following:

a. Onthe menu list to the left of the application screen, click the Review Comments link.

b. See all of the comments submitted by the Committee on Accreditation for the Pro Board. Review each
question or comment. To provide an answer, click the Edit button to the right of the space provided for an
Agency response to each question.

c. See a Comments/Questions pop up window. Enter your response in the space provided; format the
response using the given font and bullet list options, as needed. Click the Save button at the bottom right of
the window to save your response. See a verification message that your response was uploaded into the
online application. Click the OK button to return to the next comment.

Status: Comments
Submitted to Agency

2020 Accreditation : Review Comments

Wiew Print
If you choose to respond, you have until 81272020 to do so. To respond, please click the "Edit® bution next to the particular
3 i commentqueastion you want te respond to. When you are finished and satisfied with your responses, press the "Submit Responses”
ump to:
P button below,
Feedback

Submit Responses

Feedback
Progress Report @

Feedback

Comments/Questions

COA

Have you considered other forms of social media?

w Full Applicatior
Application
Agancy Profile

Standards, Levels and
Editions

Self Assessment

\ 4

@ Edit

[Ne response] o

Agency

Criterion PA1
1. The written polig
COA

Comments/Cuestions

Marketing
Need to see the sta]  COA

Have you considered other forms of social media?

¥
U | = = 3 3

Agency

[No response} B T

Online Application — Responses to COA Comments

Yes, we are leoking into [nstragram and Facebook.

applications.theproboard.org says

| —] Save
3 YOur response. S

Yau have successfully saved
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Online Application:

10. Responses to COA Comments

4 Review and Respond to COA Comments (continued)
Continue to review comments and add responses until all comments are answered. Work with the Site Team Leader to
discuss appropriate answers and materials to assemble for a site visit, as follows:

d. Click the Edit button to provide an Agency answer to each comment or question.

e. Note that some comments will require the Agency to provide additional documentation during the site visit.
Assemble it now, in preparation for the site visit team review.

Status: Comments

wmreaongeny 2020 Accreditation : Review Comments

view Pt If you choose to respond, you have until 8/12/2020 to do so, To respond, please click the "Edit” button next to the particular
commentiquestion you want to respond to. When you are finished and satisfied with your responses, press the "Submit Responses”
o b button below.
Feedback

. Submit Responses
l P Review Comments I

Feedback Comments/Questions
Progress Report COA
Feedback

Have you considered ather forms of social media?

View Full Applicatior

Application Agency Edit
Agency Profile Yes, we are looking into Instragram and Facebook. «

Standards, Levels and
Criterion PA1

1. The written policy, procedure, statute, etc. that addresses nondiscrimination
COA

Meed to see the state's Affirmative Action Plan during the site wvisit. « '
ot bl Agency @ Edit

[No response]

Editions

Self Assessment

Online Application — Responses to COA Comments 06/01/2021 3
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Online Application:

10. Responses to COA Comments

5  Submit Agency Responses
When the Agency is satisfied with the responses to COA application comments, do the following:

e Go to the top of the Review Comments screen.
e  Click the Submit Responses button.
e See a confirmation message, asking if you are sure you wish to submit the responses; click the OK button.

6 See the Application Status Change
In the top left corner of the Review Comments screen, see the online application Status change automatically to
“Schedule Site Visit”. An email of this change will automatically be sent to the Pro Board staff for further action.

Status: Comments . . . .
sommeaonones | 2020 Accreditation : Review Comments
View Print
If you choose to respond, you have until 8/12/2020 to do so. To respond, please click the "Edit" button next to the particular
J o comment/question you want to respond to. When you are finished and satisfied with your responses, press the "Submit Responses”
Hme ot button below.
Feedback
Submit Responses
"
L% applications.theproboard org says

Feedback Comments/Questions — e : e oL e
Progress Report COA """-H,‘_‘ ¥ espond to the comments an

ESHR Have you considered other forms of social media?

View Foll Abplication oK
Application Agency e = Edit

Agency Profile Yes,

Status: Schedule Site Visit l

'?ﬁé_o_gbcreditation : Review Comments

Crite| View Print

1. Thi " . W e :

coA 3 7 If you choose to respond, you have until 8/12/2020 to do so. To respond, please click the "Edit" button next to the particular
ump to:

comment/question you want to respond to. When you are finished and satisfied with your responses, press the "Submit Responses”

Standards, Levels and

Editions

Need Feedback butten below.
F Review Comments 5
Ager Submit Responses
the Pro Board Feedback
We h e Your respenses have either been submitted or the time period in which we were accepting responses has passed.

Self Assessment

Progress Report Comments/Questions

Online Application — Responses to COA Comments 06/01/2021 4
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Online Application:

11. Change in Accredited Processes

Agencies sometimes want to change the methodology used to assess and certify on a Standard/Edition/Level. In that case,
the agency should go into the Online system and enter an application for a change in accredited processes as follows:

1 Navigate to the Online Accreditation System
Using a browser, enter the URL link to the Accreditation System: https://theproboard.org/web-based-application-system/.
See the Pro Board’s Welcome screen. Scroll down and click on the Web-Based Application System button.

Sign Onto your Agency Account
See the sign in screen. Enter your user ID and password and click the “Sign in” button.

URL Link:
https://theproboard.org/web-based-application-system/

International Accreditation for Fire Service Organizations G - v

AboutUs  Accreditation Applicants Accredited Agencies Committee &Board Certification Candidates Contact Us

Web-Based Application System

The Pro Board Web-based Application System is designed for and is restricted to those agencies who have been deemed eligible for

accreditation, who are seeking to become re-accredited, who desire to extend their current accreditation, or change their accredited processes.
If you are NOT the designated contact person for an eligible agency, do not apply for an account using this system.

If you are seeking information concerning your agency becoming accredited, please contact Accreditation Manager Bob Rand

at rrand@theproboard.org. He will provide guidance and advise when it is appropriate to set up an account for the online application system,

If you are an individual seeking information regarding a certification that was awarded by a Pro Board Accredited Agency, DO NOT apply for an
account using this system. Instead, use the Certification Search.

If an account is made under the above circumstances, your account application will be rejected.

If you are an existing Pro Board accredited agency seeking to create an online account or if you are a newly deemed eligible agency by the
Accreditation Manager Bob Rand seeking to be accredited by Pro Board, please continue by clicking here:

» Web-Based Application System Web-Based Application System Training Video

&« C @ applicationstheproboard.org o % T HOIHESER

International Accreditation for Fire Service Organizations G =0 v

About Us  Accroditation Applicants  Accredited Agencies Committec & Board  Certification Candidates  Contact Us
Dashboard

Welcome to the Accreditation System!

Flease sign In. If you do not have an account, you may create one

User Name.

Agency User Signon h

Password

SignIn §Forgot Password | Create an Account

Change in Accredited Processes vl 06/01/2021 1
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Online Accreditation Application

11. Change in Accredited Processes Quick Reference Guide

3 Start a New Application for Changes in Accredited Processes
See a dashboard. Click to go to the My Applications tab and enter information as follows:

a. Onthe My Applications screen, see the original approved application for accreditation.

b. Click the arrow to open the drop down list for Select Application Type. Click to select Change in Accredited
Processes.

c. See a pop up message defining the change application process. Read it and then click the Close button.

d. Click the Start New Application button.

International Accreditation for Fire Service Organizations _ f - in L

About Us  Accreditation Applicants  Accredited Agencies Committee & Board Certlification Candidates Contact Us

Sign Out
[ Select Application Type " ki [Start New Application I @
\ S
Application Y Agency N Y Status Y Review Team Y LastUpdate Y
2020 Accreditation XYZ Fire District Approved 08/08/2020 View Copy
‘H 28 [hemeperseze.
b N
",
@ Select Application Type G This application provides a process by which an agency requests

Select Application Type approval from the Committee on Accreditation (COA) to make
Accreditation significant changes in its accredited processes and be assured that
Reaccreditation they continue to meet the Pro Board criteria for accreditation.
Extension Of Accreditation The COA is aware that minor changes in accredited agency's
Change in Accredited Processes I « processes occur regularly and many do not affect the accredited

processes/status of an agency. There is no need to use this form for
minor changes in an accredited system.

Significant changes are those changes that are directly related to the
criteria for accreditation found in the self assessment and included in
section 3 of this form. An agency can use that section to assess if
the planned or executed changes affect their accredited processes

associated with those criteria.

Change in Accredited Processes vl 06/01/2021 2
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Online Application:

11. Change in Accredited Processes

4 Review the Agency Profile Information

See the change in accreditation processes application Status = Pending. See the agency profile screen; see the
menu list column of items you must fill out for the application to change accredited process(es). Adjust the
information as needed, then click the Save and Proceed button.

2

Status: Pending View

2020 Change in Accreditation Processes :

Jump to: Agency PrOfIIe @
Progress Report Agency Profile ‘

Agency Name

How Muctk

Application is Complete?

View Full Application 3 L
XYZ Fire District
Application
¥ Agency Profile Director First Name
Proposed Change(s) John
Assessment
Director Last Name
Assessment of Changes
Doe
Self Assessment
Documentation Director Title
Director

Contact Information

y for First Name:

Dottie '

Save and Retum I.Su'za and Procead |

Change in Accredited Processes vl 06/01/2021 3
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Online Application:

11. Change in Accredited Processes

5 Describe the Proposed Change(s)
See the Proposed Changes screen. Enter a text, narrative description detailing what processes you desire to change for
approval. Utilize the font and formatting options to highlight and emphasize text as needed. When finished, click the
Save and Proceed button.

seenrenanever 2020 Change in Accreditation Processes :

Print

f— Proposed Change(s) <4m @

Prograss Report Brisfly describe the propased change of accredited procésses |n the box below:

P

Change the Cognitive test questions for test development {TD) and test administration {TA) to Psychomotor skill set sheets for
Application sections 3.1 and 3.2

Agency Profile «

» Proposed Change(s)

nolete? B I U i= |

Assessment
langes

Self Assessment

Documentation Save and Return [| Save and Proceed «

NOTE: Refer to the COA Opinions on the website or contact the Pro
Board Staff to determine which criterion/criteria will be affected by the
proposed change(s) in Program Administration, Test Development,
and/or Test Administration.

Change in Accredited Processes vl 06/01/2021 4
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Online Application:

11. Change in Accredited Processes

6 Specify the Assessment of Changes
See the Assessment of Changes screen.

a. Click the Program Administration checkboxes to indicate whether each process is the same or has changed.
b. Click the Test Development checkboxes to indicate whether each process is the same or has changed.

seenpenane - ve 2020 Change in Accreditation Processes

Print

o Assessment of Changes to Previously
—— Accredited Processes

s Completa? —
e Same | Change = Program Administration

Application ® The agency shall ensure that the certification process is nondiscriminatory and available equitably
to all persons served by the agency. (PA1)

Agency Profile

Proposed Change(s) Within one year of accreditation or extension to a new standard or level of a standard, procedures
Assessment & shall be in place to address the issue of how incumbents will be deemed eligible to enter the
certification system in accordance with the Pro Board Operational Procedures for Certification
Implementation Procedures, Section IV. (PA2)

F Assessment of
Changes

Self Assessment 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 in accordance with
the Pro Board Operational Procedures for Prerequisite Requirements, Section V. (PA3)

Documentation

Procedures shall be in place to ensure that the agency is responsive to the views and opinions of

. organizations representing groups affected by the certification program, such as volunteer
Review firefighter associations, labor organizations, fire chiefs’ associations, etc. (PAd)

® Procedures shall be in place to evaluate and respond fairly to appeals of the certification system
including individual test items and/or assessment outcomes. (PAS)

. Procedures shall be in place to ensure that a fair retest policy is consistently applied for
candidates who fail an exam. (PA6)
If the agency delegates its certification authority, procedures shall be in place to ensure

L ]

compliance with the Pro Board Operational Procedures for Delegation of Authority, Section X

Tt

v

Same | Change Test Development

Procedures shall be in place to ensure that the Nation
- Professional Qualifications Standards, or other stand
Professional Qualifications (Fro Board), are the basis
conducted. (TD1)

otection Association's (NFPA) Fire Service
wved by the National Board on Fire Service
ch accredited certification testing is being

= a

@ ‘ The agency shall have the ability to completely test the level(s) of each applicable standard with

justifiable test methodelogies. (TD2)
(<)

° Procedures shall be in place to ensure security of certification test-item banks, current and
previous versions of test instruments, and other associated materials. (TD4)

Procedures shall be in place in the test development, administration, review, and improvement
processes to ensure the production of valid and reliable test instruments and test results. (TD3)

Change in Accredited Processes vl 06/01/2021 5
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Online Application:

11. Change in Accredited Processes

6 Specify the Assessment of Changes (continued)

c. Click the Test Administration checkboxes to indicate whether each process is the same or has changed. When
finished, click the Save and Proceed button.

|--Sarne Change | Test Administration

- Procedures shall be in place to ensure that adequate pgtification of examinations is provided to
potential candidates. (TA1)

Procedures shall be in place to ensure that certificatidr™esting is conducted at a frequency, time of
day, and geographical location that adequately meets the needs of the certification candidates,
‘ depariments, and other users of the certification system. (TA2)
R ——

[ ]

The agency's facilities and equipment shall be adequate for the testing of all the objectives or Job
Performance Requirements (JPR) of the applicable standard(s) for which the agency seeks
accreditation. (TA3)

= Procedures shall be in place to ensure a safe environment and safe operations during certification
testing. (TA4)

Procedures shall be in place to ensure that skills tests are assessed by qualified persons who are
& not involved in the training of the candidate in the skill being tested; that qualified persons
administer (proctor) cognitive tests; and that qualified persons evaluate projects, portfolic
submissions, or other methodologies (if used). (TAS)

Procedures shall be in place to ensure that skills tests, written exams, projects, portfolio
submissions, or other evaluation methodologies are administered in a consistent and impartial
manner. (TAB)

Procedures shall be in place to ensure the confidentiality of a candidate's test performance. (TAT)

- 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. (TAB)

\

Save and Return § Save and Procead -

Change in Accredited Processes vl 06/01/2021 6
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11. Change in Accredited Processes Quick Reference Guide

7 Read the Self Assessment Instructions

See the Self Assessment Instructions screen. Note that the menu list column options have changed to include each
criterion process change for which you are applying for certification approval.

Read through the instructions. Then click the Save and Proceed button.

somrenine v 2020 Change in Accreditation Processes

Print
s Self Assessment Instructions <4
Progress Report This Self Assessment document contains detailed descriptions of the information required to adequately pliance with each

criterion. It also identifies the format in which the information should be entered. Finally, the documents r e available during
the site visit are listed in addition to your complate policy and procedure manual. For soma critaria, there is s lamental information.
This is provided to assist the applicant in the self assessment process and the completion of this document.

Unless specifically noted as being a section of the Operational Procedures or a Committes on Accreditation Opinion, the supplemental
information should be considered explanatory in nalure and should not be considered a formal Pro Board policy or procedure,

Application iy it . :
The criteria are subdivided into three sections:

Agency Prflle Section 1: Program Administration (PA) Criteria

P d Chi
TR ange(s) Section 2. Test Development (TD) Criteria

Aszessment Section 3: Test Administration (TA) Critenia
Assessmant of Changes This document contains fillable fields for you to enter your documentation in compliance with the criteria as described in the instructions
on the next page. The fillable fields will expand to accommodate the length of your response.
Self Assessment

Instructions

Please clearly indicate how your agency meets that criterion or the associated identified issue. Please ensure!

« All the information requested is included,

« Only the part of the policy that addresses the identified issue is in the form field.
«» Each form field is completed.

= N/Ais reported in any form field if the criterion or identified issue is not applicable.

Please do MOT include peripheral or extraneous policy information in the response boxes - only include information needed to address
the criterion.

Please provide information in the following format;

1. Copy and paste into the form field the exact language from your agency's palicies that outline how your agency complies with the
criterion or identified issue. More than one policy, or enly a part of a policy, may be necessary,

-Or—

2, Provide both a short description of how your agency complies with the criterion or identified issue and paste the parts of the pelicies
that apply if it can be more clearly defined with both a description and the policies.

Important note: It is not acceptable to simply reference a policy number or name and include a policy manual with your application

Save and Return | Save and Proceed «

Change in Accredited Processes vl 06/01/2021 7
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8

Quick Reference Guide

Fill in the Self Assessment

a. See the Self Assessment screen for the first criterion that will be changing. Read through the supplemental
information, then scroll down.

Status: Pending View

Print

Jump to:

Progress Report

How Much aof My

Application
Agency Profile
Proposed Changel(s)
Assessment
Assessment of Changes

Self Assessment

bC on TD3

ad

Documentation

2020 Change in Accreditation Processes :
Self Assessment

View |nstructions

CRITERION TD3 | 4=

Procedures shall be in place within test development, administration, review, and improvement processes to ensure the
production of valid and refiable test instruments and test results.

‘ Supplemental Information

Validity and Reliability:

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

Reliability: Test reliability refers to the degree to which a test is consistent and stable in measuring what it is intended to measure.
Most simply put, a test 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 is not valid, then reliability Is
insignificant because consistency across iterations of a test that does not measure what it is intended to measure is meaningless.
Similarly, a test 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 Pro Board's goal is for accredited agencies to develop valid test items, generate valid and reliable tests, administer those tests in
a consistent way to help ensure reliability, review the test item and test instrument statistics, 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.

There are five categories of assessment methodolegy that an agency may use to assessitest candidates;

TD3 - A - Cognitive

TD3 - B - Psychomotor

TD3 - C - Product/Project based
TD3 -D - Process

TD3 - E - Portfolio

TD3 - F - Other

This criterion requires the agency to complete all the sections under each methodology that the agency uses in any of ils candidate
assessmentsitests. It is acceptable to use more than one assessment methodology within a single JPR.

Change in Accredited Processes vl 06/01/2021 8
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11. Change in Accredited Processes Quick Reference Guide

8 Fill in the Self Assessment (continued)

b. Continue to read through the supplemental information.

TD3 - A COGNITIVE WRITTEN (KNOWLEDGE) ASSESSMENT METHODOLOGY

Cognitive written (knowledge) assessment methodology is used to evaluate a candidate’s subject matter knowledge using a written test
in which the candidate is required o 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 determined to be

correct through the lecal validation process.

[ Supplemental Information ]

Test item Development:

Note: As used here, a “test item” is a single test question, and a “test instrument” is the set of questions used la evaluate the
candidate(s).

There are saveral ways fo ensure validity of lest items as they are developed and/or reviewed. An agency may use the experlise of
affiliated educational institutions and employ multiple and/or quite sophisticated validity and reliability assessments, However, at &
minimurm, 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:

» questions are well formed and appropriately comrelated to the standard,
= correct answers are sound and appropnately correlated.
» reasonable distraclors are used (if multiple cholce),
= skills sheets, product/projects and portfolio processes are similarly assessed.
This process should be documented, secure, and repeatable, and in no way compromise the security of the lest items developed or
reviewed.
Generating Test Instruments:
The group of test items (test bank) for a given standard or level must have a sufficient number of test items from which tests can be

developed. The bank must also include test items that are designed 1o assess, and correlated to, each of the areas of the standard
that are going to be tested cognitively,

Random selection from that comrelated bank of test items can then be used to generate a test instrumeni. Another methodology of
selection is strafified or targeted random selection, where the randam selection is done from the subsets of test items for each
section of the standard for which cognitive evaluations are used.

Change in Accredited Processes vl 06/01/2021 9
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8 Fill in the Self Assessment (continued)

C.
please insert NA.

Scroll down and fill in the answers to each question that apply to your specific change request. Otherwise

For each question, provide or describe the following:

A. Cognitive Test ltem Developmeant

A.1. Does the agency use cognitive fest ilems for any levels of cerfification that are davel
soummalimens referred o as a third-party ® Please answer "pes® or “mo”
U =S

B |Z

no

(L) an outside agency or company,

indicate that in the boxes balow.

FPiaaze answear “pes®or no”

nal

Mate! Pleasa check with the Accreditation Manages 1o sea if this information has already been pravided by the developer and if 5o,

A2 Does the agency use cognilve fes! terns for any levels of certification thal are developed in-Mouse MYough &n agency protess?

B. Cognitive Test Item Local Rewview

B.1. Procedures for reviewing cognitive tes! fems -

B I U == A

pist sormething good hiera

B 2. Procedures for generating cognitive tes! instruments -

BE I U == 4

put something good here

T

Change in Accredited Processes vl 06/01/2021
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8 Fill in the Self Assessment (continued)

d. Continue to scroll down and enter answers to questions for each section and methodology for the changed

criterion. If a question does NOT relate to your proposed change, simply insert NA.
e. When finished, click the Save and Proceed button.

TD3 - B PSYCHOMOTOR (SKILLS) ASSESSMENT METHODOLOGY

Psychomotor (skills) assessment methodology is used to evaluate a candidate's ability to perform physical tasks using a real-time skills
performance evaluation. Candidates are required to correctly perform the physical task/skill identified by the critical components of the

JPR and are evaluated on their directly observed performance. Correct performance outcome of the skill is normally indicated as part of
the yes/no or pass/fail scoring checklist.

Note: As used here, a “test item” is a single skills evaluation and/or skills evaluation checklist, and a J

" is the entire set of skills used
in a candidate evaluation regarding this methodology (skills) for a given standard or level.

For each question, provide or describe the following:

A. Psychomotor or Skills Assessment Development

A.1 Does the agency use skills test items (skill sheets) for any levels of certification that are developed by an outside agency or
company, sometimes referred to as a third-party? Please answer "yes" or "no”.

B:| I |W|| =%

bl

no

A.2. Does the agency use skills test items for any level of certification that are developed in-house through an agency process? Please [
enter "yes" or "no”, &

B I u ::;

T
el

yes

If "yes", please identify:

A.2.a Procedures for developing "in-house" skills test items for validity -

B | I |U||E[E

d

describe the change to skill set worksheets here.. |

Sawve and Return ISaw: and Proceed I

Change in Accredited Processes vl 06/01/2021



The Pro Board
Online Accreditation Application
Quick Reference Guide

Online Application:

11. Change in Accredited Processes

9 Indicate Assessment of Additions to Previously Accredited Processes

See the Self Assessment screen for the next changed criterion. Scroll down and answer all questions.
Then click the Save and Proceed button.

sompmans v 2020 Change in Accreditation Processes :

Print

P Self Assessment i

Frogress Report
s £ View Instructions

CRITERION TA3

The agency's facilities and equipment shall be adequate for the testing of all the abjectives or JPRs of the applicable
Application standard(s) for which the agency seeks accreditation.

Agency Profile
For each question, provide or describe the following:
Proposed Change(s)

Assessment 1. The policy, procedure, elc that ensures all faciities and equipment uged in cognitive {wntten) festing provide a valid and safe testing
environment for the assessment of all of the applicable objectives
Assessment of Changes

Self Assessment B |I|W == A

Criterion TD3

-l } Criterion TA3 I

Documentation

put your description here...

F Supplemental
Documentation
{Optional)

Review '

Change in Accredited Processes vl 06/01/2021 12
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Online Application:

11. Change in Accredited Processes

10 Indicate Assessment of Additions to Previously Accredited Processes (continued)

See the Supplemental Documentation screen.
Upload files as needed to augment the application:
e  Click the Select files... button, locate and select the desired file in a directory. Wait for the upload to show as
“Done”.
e See the document name in a list of uploaded documents.
e Choose to use the file’s buttons to View it — or Delete the upload if needed.

Continue to upload as many document files as needed. Then click the Save and Proceed button.

Documentation

¥ Supplemental

2020 Change in Accreditation Processes :
e Supplemental Documentation (Optional)

Review

Please provide any supplemental documentation for clarification purposes (e.q.. letters, skill sheets). We allow Word, Excel, and PDF

files no larger than 4MB.
. | |

58 100-840.doex 36 kb View Delete

‘ Select files... 2 Done

Save and Return J| Save and Proceed -

Change in Accredited Processes vl 06/01/2021 13
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Online Application:

11. Change in Accredited Processes

11 Review your Entries Summary and Submit your Application

See the Review screen, showing a summary of sections and what you have completed.
If not complete, click on the menu list links to go back and complete sections. Then check the Review screen again.

Once you see the message that all is complete, go to the bottom of the screen and click the Submit button. See the
extension application Status change to “Submitted” and see a Complete message on the screen.

Wait for the Pro Board to get back to you with their review and questions.

severenane v 2020 Change in Accreditation Processes :

Print

Jump to: ReVieW ‘ @

Progress Report
« Your application has been filled oul. Please review the sections below and submit your application when you are ready.
» How Much of My
Application is
Complete? Application Is Complete?

View Full Application

Agency Profile Yes
Application
Proposed Change(s) Yes

Agency Profile
Proposed Change(s) Assessment Is Complete?

Assessment Assessment of Changes Yes ¢

Assessment of Changes Self Assessment Is Complete?

Self Assessment
Criterion TO3 Yes

Criterion TD3

Criterion TA3 Yes
Criterion TA3

. Documentation Is Complete?
Documentation

Supplemental Supplemental Documentation (Optional) Yes

Documentation

(Optional) ‘ I Submit I Infemnational Acereditation for Fire Service Orpanizations

About Us  Accreditation Applicants  Accredited Agencies  Committes & Board  Cetification Candidates  Con

FAQs

2020 Change in Accreditation Processes :
oo Complete 4

Progress Report

You have completed your Change in = and beniitted it for raview,
View Full Appication
; ¥ou will be contacted by our Tachnical Analyst with a few days by aither phone or emai
Application
Agency Profila

Proposed Change(s)

Change in Accredited Processes vl 06/01/2021 14
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12 Upload Supplemental Documentation

See the Supplemental Documentation screen. Option: Upload files as needed to augment the extension application.

Click the Select files... button, locate and select the desired file in a directory. Wait for the upload to show as “Done”.

1’

See the document name in a list of uploaded documents. Choose to use the file’s buttons to View it — or Delete the

upload if needed.

Continue to upload as many document files as needed. Then click the Save and Proceed button.

Intemational Accreditation for Fire Service Organizations

GO ¢ = v

About Us  Accreditation Applicants  Accredited Agencies Committeo & Board Cerfification Candidates  Contact Us

My Applications

Select Application Type Start New Application

Application T Apancy T Status YT LestUpdate T

2020 Change in Accreditation Processes XYZ Fire Distric Submitted 0E07I2020 Wiew h
2020 Accreditation XYZ Fire District Approved QBO972020 Miew Copy
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. . Online Accreditation Application
11. Change in Accredited Processes Quick Reference Guide

Online Application:

12 View the Change in Accredited Processes Application on the My Applications tab

Return to the My Applications tab in the Online system, and see the application listed.

International Accreditation for Fire Service Organizations — f o w

About Us  Accreditation Applicants  Accredited Agencies Committee & Board Cerlification Candidates  Contact Us

My Applications

Select Applcation Typa Start New Application

Application T Agency T Staus T view Team YT LestUpdate T

2020 Change in Accreditation Procesaes XYZ Fire District Submitted OOMT2020 View -
2020 Accrisditation XY Z Fire District Approved OBEOR2020 Wiew Copy

13 Receive a Pro Board Acknowledgement of your Submission

Receive an email from the Pro Board, acknowledging your application submission.

M Gmail O'\ Search mail
< 8 & = ¢ ¢ B ®

ProBoard.org: Application Submission D isboix

applications@theproboard.org

lome =

Dear Doltia,
Thank you far submitting your 2020 Change in Accreditation Processes for XYZ Fire District. '
You will be contacied by our Technical Analyst in a few days by phone ar emall

Please go to hitpuianplications. theproboard eroidpnlicalionyiew( 1039 to view wilh your application and its status.

Thank you,

The ProBoard

Thank you for your response. Thank you fer the update. Thank you!

4 Reply ®» Forward

Change in Accredited Processes vl 06/01/2021 16
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Quick Reference Guide

Online Application:

11. Change in Accredited Processes

14 Complete the Changes in Accredited Processes Application Process

The process of getting a Changes in Accredited Processes application approved by the Pro Board is essentially the
same as the process of getting the initial accreditation application approved. Follow these steps, and refer to other
quick reference guides for assistance as needed in performing the following steps:

- Wait for a Pro Board technical review

- Provide Technical Review responses, as requested

- Be contacted by a Committee on Accreditation (COA) if questions arise

- Respond to COA review comments and questions

- Wait for full COA review of the extension of accreditation application

- Receive Pro Board notification of approval of the extension (or measures needed to receive approval)

Change in Accredited Processes vl 06/01/2021 17
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Quick Reference Guide

Online Application:

12. Extensions of Accreditation

Agencies sometimes want to be accredited for an additional level of a standard and edition. And sometimes the Pro Board
issues a notice that a new Edition has changed substantially and indicates that all agencies must apply for an accreditation

extension for Committee on Accreditation (COA) approval. In either case, the agency should go into the Online system and
enter an application for an extension of accreditation, as follows:

1 Navigate to the Online Accreditation System
Using a browser, enter the URL link to the Accreditation System: https://theproboard.org/web-based-application-system/.
See the Pro Board’s Welcome screen. Scroll down and click on the Web-Based Application System button.

Sign Onto your Agency Account
See the sign in screen. Enter your user ID and password and click the “Sign in” button.

URL Link:
hitps://theproboard.org/web-based-application-system/

International Accreditation for Fire Service Organizations Gl -~ v

AboutUs  Accreditation Applicants  Accredited Agencies Committee &Board  Certification Candidates Contact Us

Web-Based Application System

The Pro Board Web-based Application System is designed for and is restricted to those agencies who have been deemed eligible for
accreditation, who are seeking to become re-accredited, who desire to extend their current accreditation, or change their accredited processes.

If you are NOT the designated contact person for an eligible agency, do not apply for an account using this system.

If you are seeking information concerning your agency becoming accredited, please contact Accreditation Manager Bob Rand
at rrand@theproboard.org. He will provide guidance and advise when it is appropriate to set up an account for the online application system.

If you are an individual seeking information regarding a certification that was awarded by a Pro Board Accredited Agency, DO NOT apply for an
account using this system. Instead, use the Certification Search.

If an account is made under the above circumstances, your account application will be rejected.

If you are an existing Pro Board accredited agency seeking to create an online account or if you are a newly deemed eligible agency by the
Accreditation Manager Bob Rand seeking to be accredited by Pro Board, please continue by clicking here:

» Web-Based Application System Web-Based Application System Training Video

< C @ applications.theproboard.org o %w T H O PN e H A

International Accreditation for Fire Service Organizations — f=Emv

AboutUs  Accreditation Applicants  Accredited Agencies Gommittee & Board  Certification Candidates ~ Contact Us
Dashboard

Welcome to the Accreditation System!

Please sign in. If you do not have an account, you may create one.

User Name

Agency User Signon «

Password

‘ [ -

Signin || Forgot Password | Create an Account

Extension of Accreditation Application  v1 06/01/2021 1
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12. Extensions of Accreditation Quick Reference Guide

Online Application:

3 Start a New Application for Extension
See a dashboard. Click to go to the My Applications tab and enter information as follows:

a. Onthe My Applications screen.

b. Click the arrow to open the drop down list for Select Application Type. Click to select Extension of Application.

See a pop up message defining an extension. Read it and then click the Close button.

o

d. Click the Start New Application button.

International Accreditation for Fire Service Organizations _ 'f - lin

About Us  Accreditation Applicants  Accredited Agencies Committes & Board Certification Candidates Contact Us

Dashboard My Account My Applications
Sign Out
Select Application Type b A IStart New Application I
\\
Application T Agency S Y Status T Review Team Y LastUpdate T
G
~
2020 Accreditation XYZ Fire District ™ 2 Approved 08/02/2020 View Copy
2 e
‘I 25~ |itemsperpage
g

=
“ -~
Select Application Type o n

Selact Application Type Extension of Accreditation provides a process by which an agency,
or delegated agency, seeks approval from the Committee on

- " Accreditation (COA) to offer accredited certification to a new
Reaccreditation

standard, or level of a standard, for which the agency was n
Extension Of Accreditation previously accredited to certify. i e ] «

Change in Accredited Processes

Accreditation

Extension of Accreditation Application  v1 06/01/2021 2
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Online Accreditation Application

12. Extensions of Accreditation Quick Reference Guide

4 Review the Agency Profile Information

See the extension application Status = Pending. See the agency profile screen; adjust the information as needed,
then click the Save and Proceed button.

See the menu list column of items you must fill out for an extension application. Click the Standards, Levels and
Editions link.

2020 Extension of Accreditation : Agency

Primt

Jump !o:‘ P r0fi I e @
R Agency Profile .'

XYZ Fire District

Director First Mame

John

Sawve and Retumn lSiJ\'E: and Proceed I
Assessment Methodology

Matrices {as identified in
your application)

Assessment
Assessment of Additons
Documentation

Review

Extension of Accreditation Application  v1 06/01/2021 3
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Online Application:

12. Extensions of Accreditation

5 Specify the Standards, Editions and Levels to add as an Extension
See the Standards, Levels and Editions screen.

Q

Click the Add Standard button. See dropdown lists in columns below.

b. Use the dropdown lists to select the NFPA Standard and Edition and Level you wish or
need to add. Then click the Update button. See the addition saved in the column below.

c. Continue/repeat the adding of Standards until you are finished. See the list of

extensions you are applying for...Click the Save and Proceed button.

Status: Pending Wi » . .
o 2020 Extension of Accreditation : Standards,
Nk
e Levels and Editions
Progress Report List standard(s). leval(s). and edition(s] o which he agancy requests to extend ils accreditation
: List all the NFPA standasd, lavels, and applicable edition which the agency is seeking accreditation or resccreditation
Agdd Standand l
APpACation NFPA Standard Editian Lavel States  Comment
Soench Frolk Select Standard . ¥ Selec! Edition Select Lavel Pandng Update e
¥ Standards, Levels and
Editions Requested Lovels

2020 Extension of Accreditation : Standards,
Levels and Editions

List standasds), levelis), and eddion(s) 1o which the agency requests to extend its accreditation

Lis all the MFPA standard, levels, and applicable edition which the agency 1% seeking accredia @ ditation
Ad[lel:c: ‘ ‘

[ NFFA Standard  Edition Leval Stalus  Comment

5 2018 7 Chapter 5 Fira Fighter 1| 7 Panding -

1001

2020 Extension of Accreditation : Standards,
Levels and Editions

List standard(s), level(s), and edition{s} to which the agency requests to extend its accreditation

List all the MFPA standard, bevels, and applicable edition which the agency is seeking sccraditation or n tathom.

Add Standarnd

rN'r'F‘A Standard  Edition  Lewel Status Comment
1004 2018 Chapler 5 Fire Fighter || Panding Edit Dwalete
1001 2019 Chagpler § Emargency Meadical Sarvices  Panding Edit Delete
Requested Levels

Save and Rewn [ Save and Proceed «

Extension of Accreditation Application  v1 06/01/2021 4
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12. Extensions of Accreditation Quick Reference Guide

6 @ Select the Certification Level

See the Certification screen. Click the checkbox to indicate certification by either the agency or a delegate. Then click
the Save and Proceed button.

@ ProBoard - 2020 Bxensicn of & 3@ ProBoard - Account for Dottie ke % | P Inbox (91) - dottiekeene@gmal. X | 4
&~ [ ()] applications theproboard org/Extension/Certification/ 1058 w =) n -
somremne e 2020 Extension of Accreditation : Certification

Jump to: Certification using the requested level(s) will be
presress Revert. conducted by (choose all that apply):

aw Full Appsicatior Aceradited Agancy
Application
Delegaled Agency

Agancy Prafile
ave 3 T avie and P i
Standards, Levels and S8V and Batum

Editions

k Certification

Extension of Accreditation Application  v1 06/01/2021 5
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Online Accreditation Application

12. Extensions of Accreditation Quick Reference Guide

7 Fill in the Assessment Methodology Matrices (AMMs)

a. Onthe menu list column, see an AMM link for each standard/edition/level you wish to add in this extension
application.
b. See the AMM matrix screen of instructions. Scroll down to read through them all.

2020 Extension of Accreditation : l' .

Assessment Methodology Matrices
| Assessment Methodology Matrices Information and Instructions |

ﬁ'ssassment Methodolog
Matrices (as identified in
your application)

Purpose of A Methodology Matrices: The it Methodology Matrices (AMM) are completed by agencies 1o
demonstrate to the Pro Board Committes on Accreditation (COA) the ability to test the entire standard or level and identify the
assessment (testing) methodology used Lo assess candidates against each JPR of a specific level(s) within a standard

MNFPA 1001 2019

Cl Alernative Forms: Agencies must utllize the Accreditation Online System that cantains the AMM's, Any other forms will requine

approval from the COA prior to acceptance.

Process for Assessment Methodology Matrices (AMM's): AMM's must be completed and submitted as part of
P: or Skills A This column is completed 1o indicate the skill sheet number(s) that can be used o test the
applicable JPR or requisite skill

an accreditation package

are-accredialion packad 1 quic coiumn must be completed after the agency has locally validated the skil sheet 1 1oolis)

\ . an extension of accredit]

o Emter the nama of the skill sheet (e.g.. Skill 1 or Ladder 1) for the applicable JPR or requisite skill

a change in assessmaent|

NOTE: In accord
previously submi
and idantify the g

Product/iProject-Based Assessment: This column is 1o indicate the Product/Project numbers that can be used 1o test the
applicable JPR, requisite knowledge. or requisite skill.

o This eclumn must be completed after the agency has locall i the ct-bagsed toal(s)
Use of Assessment Methodol| P gancy Y I

matrices will be used by the sita o Enter the name of the assessment sheet (e.g., Project 1 or Investigation Report 1] for the applicable JPR, requisite knowledge, or
vigit, all testing decuments (6.0 requisite skil

site visil the agency must be ab)
JPR. If the matrix indicates que:

including the distractors and cor
et e Process A This coltsmn is complated to Indicate the Procass nurmbers that can be used to test the applicable JPR, requisite

l Instruc 0"3' knowledge, or requisite skill

When completing the AMMs, o This column must be completed after the agency has locally validated the protiss assessmant tool(s)

Local Test lem Review: Ifthe & Enter the name of the assessment sheet for the applicable JPR, requisite knowledge, or requisite skill

o source, a local review/validation
review of test items, changes, o
the final sel of test ilems after

Portfolio-Based Assessment: This colurnn i completad to indicate the Portfolio tems that can b used to test the applicable JPR,
requisite knowledge, or requisie skill

=] Must be completed after the agency has locally validated thesr portioho process

. o Enter the name of the assessment ool (e.g., Repor 1) for the JPR. requisite of requisie skill
Cognitive Assessment; This ¢
applicable JPR or requisite kno:
=] This column must be cory Other Assessment: This column is d if the ane utilizing a oiher than those listed above. An
agency wilizing the "other it iy will requne &g when the E of af Salf-
0 Yeumust document 1001 peopsemant documents,

O  The agency must complete the development process price to completing the form

O  Enter the name of the assessment toc (e.g., Report 1) for the licable JPR, requisite . or requisite skill

Document Review (DR): DR’ is allowed to be entered into the “Other” column when an agency wtilizes Document Review for

indicating they are ulilizing their Document Review process o fulfill the Requisite k dedge andior isite Skilts in lieu of testing.

Extension of Accreditation Application  v1 06/01/2021 6
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Online Application:

12. Extensions of Accreditation

7 Fill in the Assessment Methodology Matrices (AMMs) (continued)

c. Continue scrolling to see the AMM matrix for a selected Standard/Edition/Level. See blank sections of
descriptions of accreditation methodologies. Click on the Edit button for the first one.

d. Enter the answers for how you will be certifying the accreditation for each section, in the box for the
corresponding methodology to be used. Then click the Save button.

e. Continue to edit and enter the next questions and sections. Scroll down and edit and enter each answer —

until you are finished completing the matrix for this Standard/Edition/Level. Then click the Save and Proceed
button.

NFPA 1001: 2019 Edition, Chapter 5 Fire Fighter Il

5.1 General.ror qualification at Level Il, the Fire Fighter |l shall meet the general knowledge requirements in 5.1.1, the general
skill-requirements in 5.1.2, the JPRs defined in Sections 5.2 through 5.5 of this standard, the requirements defined in Chapter 4, and

knowledge of the Incident Management System sections of ICS 200 as described

Cognitive Psychamator ProductProject Process Portfolio Other

Edit

Cognitive Eavchomotor Product/Projact Process Partfolic Other
357 @

Save J Cancel

(A)* Requisite Knowledge.Procedures for safely conducting hose service testing, indicators that dictate any hose be

removed from service, and recording procedures for hose test results,

Cognitive Psychomeotor Product/Projact Process Portfolio Other

1.3

Edit | Delete

(B) Requisite Skills.The ability to operate hose testing equipment and nozzles and to record resulls

Cognitive Psychomotor Product/Project Process Portfolio Other

58 50-200

Edit | Delete @

Save and Return J Save and Proceed

Extension of Accreditation Application  v1 06/01/2021 7
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12. Extensions of Accreditation

The Pro Board
Online Accreditation Application
Quick Reference Guide

Fill in the next Assessment Methodology Matrices (AMMs)

See the AMM matrix screen of instructions for the next selected extension you are applying for and continue to Edit

and enter how you will utilize different methodologies for each section. When you are finished, scroll to the bottom of
the screen and click the Save and Proceed button.

Assessment Methodology
Matrices (as identified in
your application)

NFPA 1001: 2019
Edition, Chapter 5 Fire

Emergency Medical
Services

Assessment
Save

I

Cancel

Assessment of Additions

Cognitive

Edit

6.1.1 The AHT shall determine the level of emerngency

6.1.2 The fevel of trainir

medical
Fighter [l

» NFPA 1001: 2019 Cognitive Psychomotor Product/Project
Edition, Chapter 6 o

NFPA 1001: 2019 Edition, Chapter 6 Emergency
Medical Services

services to be provided

Process

Portfolie

{1) First aid provider

6.2.1 First Aid Provider.Ferony

developed and validated by the AHJ

Cognitive Psychomotor

24

Extension of Accreditation Application

Edit | Delete

. 4

6.2.2 Emergency Medical Responder

nswers emergency calls 1o provide)

Psychomotor

58

Edit | Delete

6.2 Levels of Training and Service.cmerency medical services shall include al least one of the following

of medical

6.2.5 Paramedic.l'

injured.

Cognitive Psychomotor
135
Edit = Delate
6.2.5.1 Requisite knowledge and skills
5
Cognitive Psychomotor
13
Edit = Delete
6.2.5.2 The po

vl 06/01/2021

knowledge and

ssion of a certificate or license from the governing body indicates compliance with the appropriate requisite

Portfolio Other
are determined by the desig sverning body under which the AHJ operates
Product/Project Process Portfolio Other

1 bevond basic life support th

fe saving techniques to the eritically ill or

Product/Project

Process
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Online Accreditation Application
Quick Reference Guide

Online Application:

12. Extensions of Accreditation

9 Indicate Assessment of Additions to Previously Accredited Processes

a. See the Assessment of Additions screen. Click the radio buttons for each area of Program Administration, to
indicate if the methodology used for the extension(s) are the same or have changed.

sawspenana Vv 2020 Extension of Accreditation :

Print

Jump o Assessment of Additions to Previously
Progress Report

inhiy Accredited Processes

Same | Change | Program Administration

Application - The agency shall ensure that the certification process is nondiscriminatory and available equitably

Agency Profile to all persons served by the agency. (FA1)

Standards, Levels and Within one year of accreditation or extension to a new standard or level of a standard, procedures
Editions ® shall be in place to address the issue of how incumbents will be deemed eligible to enter the
Certification certification system in accordance with the Pro Board Operational Procedures for Certification

Assessment Methodalogy Implementation Procedures, Section IV. (PA2)

Matrices (as identified in

your application) 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 in accordance with

NEPA 1072018 the Pro Board Operational Procedures for Prerequisite Requirements, Section V. (PA3)

Editian, Chapler 5 Fire

Fighter Il Procedures shall be in place to ensure thal the agency is responsive to the views and apinions of
NFPA 1001: 2019 . organizations representing groups affected by the cerification program, such as volunteer
Edition, Chapter & firefighter associations, labor organizations, fire chiefs' associations, ste. (PA4)
Emergency Medical
Services
Assessment

k Assessment of
Additions

Documentation

Extension of Accreditation Application  v1 06/01/2021 9
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Online Application:

12. Extensions of Accreditation

9 Indicate Assessment of Additions to Previously Accredited Processes (continued)

b. Scroll down on the Assessment of Additions screen. Click the radio buttons for each area of Test
Development, to indicate if the methodology used for the extension(s) are the same or have changed.

g "\ Procedures shall be in place to evaluate and respond fairly to appeals of the certification systam
including individual test items and/or assessment outcomes. (PAS)

* Procedures shall be in place to ensure that a fair retest policy is consistently applied for
candidates who fail an exam. (FAB)

If the agency delegates its certification authority, procedures shall be in place to ensure
compliance with the Pro Board Operational Procedures for Delegation of Authority, Section IX.
(PAT)

Same | Change | Test Development

Procedures shall be in place to ensure that the National Fire Protection Association's (NFPA) Fire Service
® Professional Qualifications Standards, or other standards approved by the National Board on Fire Service
Professional Qualifications (Pro Board), are the basis upon which accredited certification tesling is being
conducted. (TD1)

& The agency shall have the ability to completely test the level(s) of each applicable standard with
justifiable test methodologies. (TD2)

@ Procedures shall be in place in the test development, administraticn, review, and improvement
processes to ensure the production of valid and reliable test instruments and test results. (TD3)

® l Procedures shall be in place to ensure security of certification test-item banks, current and
previous versions of test instruments, and other associated materials. (TD4)

Extension of Accreditation Application  v1 06/01/2021 10
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Online Application:

12. Extensions of Accreditation

9 Indicate Assessment of Additions to Previously Accredited Processes (continued)

c. Scroll down on the Assessment of Additions screen. Click the radio buttons for each area of Test
Administration, to indicate if the methodology used for the extension(s) are the same or have changed.
When finished, click the Save and Proceed button at the bottom of the screen.

=3 —

Same | Change | Test Administration

- Procedures shall be in place to ensure that adequate notification of examinations is provided to
potential candidates, (TA1)

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. (TA2)

The agency's facilities and equipment shall be adequate for the testing of all the objectives or Job

. Performance Requirements (JPR) of the applicable standard(s) for which the agency seeks
accreditation. (TA3)
& Procedures shall be in place to ensure a safe environment and safe operations during certification

testing. (TA4)

Procedures shall be in place to ensure that skills tests are assessed by qualified persons who are
- not involved in the training of the candidate in the skill being tested; that qualified persons
administer {proctor) cognitive tests; and that qualified persons evaluate projects, portfolio
submissions, or other methodologies (if used). (TAS)

Procedures shall be in place to ensure that skills tests, written exams, projects, portfolio
submissions, or other evaluation methodologies are administered in a consistent and impartial
manner. (TAG)

NOTE: If any of the above criteria in Program Administration, Test Development, or Test
Administration have been checked “Changed”, then an application for a Change in Accredited
Processes is required describing the changes made by the agency.

Extension of Accreditation Application  v1 06/01/2021 11
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12. Extensions of Accreditation Quick Reference Guide

10 Upload Supplemental Documentation

See the Supplemental Documentation screen. Option: Upload files as needed to augment the extension application.
Click the Select files... button, locate and select the desired file in a directory. Wait for the upload to show as “Done”.
See the document name in a list of uploaded documents. Choose to use the file’s buttons to View it — or Delete the

upload if needed.

Continue to upload as many document files as needed. Then click the Save and Proceed button.

Agszezzment

2020 Extension of Accreditation :
Supplemental Documentation (Optional)

Please provide any supplemental documentation for clarification purposes (e.g.. letters, skill sheets). We allow Word, Excel, and PDF

Assessment of Additions

Documentation

F Supplemental
Documentation
(Optional)

files no larger than 4MB.
Review '
Review Application for hare ‘ i
Submission S5 100-840.docx 36 kb View Delete
‘ Select files.... % Done
I'_\-

Save and Return | Save and Proceed

Extension of Accreditation Application  v1 06/01/2021 12



The Pro Board
Online Accreditation Application
Quick Reference Guide

Online Application:

12. Extensions of Accreditation

11 Review the Extension of Accreditation Application for Completeness

See the Review screen, showing a summary of sections and what you have completed.
If not complete, click on the menu list links to go back and complete sections. Then check the Review screen again.

Once you see the message that all is complete, go to the bottom of the screen and click the Submit button. See the
extension application Status change to “Submitted” and see a Complete message on the screen. Wait for the Pro
Board to get back to you with their review and questions.

Status: Pending View 2 0 2 0 E t - f A d t t n R H
e Xtension or Accrealtation . neview
riny
[ * Your application has been filled out. Please review the sections below and submit your application when you are ready. I
Jump to: s '
Progress Report . i 1
icati 7
» How Much of My Application Is Complete?
Application’is Agency Profile Yes
Complete?
A Standards, Levels and Editions Yes «
Application Certification Yes
Agency Profile Assessment Methodology Matrices Is Complete?
tandards, Levels and s =y
S . CalE NFPA 1001: 2019 Edition, Chapter § Fire Fighter Il Yes
Editions “
Certification NFPA 1001: 2019 Edition, Chapter 6 Emergency Medical Services Yes
Assessment Methodology Assessment Is Complete?
Matrices (as identified in r
your application) Assessment of Additions Yes «
MNFPA 1001: 2019 Documentation Is Complete?
Edition, Chapter 5 Fire -
Fighter I Supplemental Documentation (Optional) Yes “
NFPA 1001: 2019 .
: Submit
Edition, Chapter 6 Intarnational Accreditation for Fir Service Orpanizatons G (=D v
Emergency Medical

Assessment

About s Accreditation Applicants  Accrodiied Agencies  Committes & Board  Cortification Candidates  Cotact L

Assassment of Additions

Documentation

FSuppiamenta 2020 Extension of Accreditation : Complete

Documentation
(Optional) T You have completed your Extension of Ascréditation applcaton and succssshully subimilied it fof raview. -

Progress Report You wil be contacted by our Techrical Anayst wilhin a few days either by phone or email

Sign Ot

Review

Extension of Accreditation Application  v1 06/01/2021 13
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12. Extensions of Accreditation Quick Reference Guide

12 View the Extension Application on the My Applications tab

Return to the My Applications tab in the Online system, and see the extension application listed.

Infernational Accreditation for Fire Service Organizations — f IEI L J

About Us Accreditation Applicants Accredited Agencies Committee & Board Certification Candidates Contact Us

Dashboard My Account My Applications FAQSs

My Applications @

v

Select Application Type Start New Application

Application Y Agency Y Stalus Y Review Team Y LastUpdate T
[2020 Extension of Accreditation XYZ Fire District Submitted l - 09/04/2020 View
2020 Accreditation XYZ Fire District Approved 08/09/2020 View Copy

4‘n.. 5, v

13 Receive a Pro Board Acknowledgement of your Extension Submission

Receive an email from the Pro Board, acknowledging your extension application submission.

= M Gmail Q. Search mail
F <« B8 0 8 e ¢ B ®
D ProBoard.org: Application Submission = inbox
* applications@theproboard.org
o fome «
» Dear Dottie,
— Thank you for submitting your 2020 Extension of Accreditation for XYZ Fire District.
L]
i You will be contacted by our Technical Analyst in a few days by phone or email. -
= Please go to hitp:/fapplications theproboard org/Application/View/ 1058 to view with your application and its status.
e Thank you,
- The ProBoard
|
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Online Application:

12. Extensions of Accreditation

13 Complete the Extension Application Process

The process of getting an extension of accreditation application approved by the Pro Board is essentially the same
as the process of getting the initial accreditation application approved. Follow these steps, and refer to other quick
reference guides for assistance as needed in performing the following steps:

- Wait for a Pro Board technical review

- Provide Technical Review responses, as requested

- Be contacted by a Committee on Accreditation (COA) if questions arise

- Respond to COA review comments and questions

- Wait for full COA review of the extension of accreditation application

- Receive Pro Board notification of approval of the extension (or measures needed to receive approval)

Extension of Accreditation Application  v1 06/01/2021 15
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13. Agency Delegates Process Quick Reference Guide

A Primary Accredited Agency (PAA) may decide to utilize one or more Delegates to certify one or more Standards,
Editions and Levels. For the delegate, this process is not facilitated by any online application systems. The steps
associated with PAA approval and COA approval of a Delegate are as follows:

1 Initial Approval of a Delegate

a. A potential Delegate obtains electronic MS Office files for an application, self-assessment and AMMs.
The potential Delegate fills out the packet of files and submits them to the PAA.

c. The PAA reviews the packet and information, must conduct a site visit at the Delegate location, and prepare a site
visit report to be reviewed by the COA.
A letter from the PAA supporting the application for delegation of authority must be prepared.

The completed application package must be submitted to Accreditation Manager a minimum of 30
days before the next COA meeting for the application to be considered at that meeting.
Documentation that is incomplete will be returned to the PAA for proper completion which could
delay the delegation of authority.

f.  The Pro Board Accreditation Manager assigns COA members to review the Delegate application package.

g. Ifthe PAAis already approved for the delegated level(s), the assigned COA members review the Delegate application
packet. If not approved, the PAA must apply for an Extension of Accreditation on the Online System.

h. Once the COA approves the Delegate application, the Accreditation Manager notifies the PAA of the approval. Staff
then manually enter the Delegate information into the Agency Database system for that PAA.

i. The COA may at the time of application for delegation of authority or during any subsequent site visits to the PAA
also conduct a site visit with the delegated agency.

2 Delegate Reaccreditation

The PAA manages its Delegate(s). Whenever the PAA applies for reaccreditation, they must also submit documentation for
reaccreditation for any delegates as well.
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Online Application:

Agencies that are accredited by the Pro Board’s Committee on Accreditation must apply for reaccreditation every five (5)
years. The steps are the same as for initial accreditation, but agencies do not have to completely start over to enter an
accreditation application; parts of the previous accreditation application may be copied. The process of entering the
information can be less lengthy and can still be done in sections — and saved and returned to later. Follow these steps:

1 Sign On to the Online Accreditation System
Using a browser, enter the URL link to the Accreditation System: https://theproboard.org/web-based-application-system/.
See the Pro Board’s Welcome screen, then scroll down and click on the Web-Based Application System button.
On the Welcome screen, enter your User Name and Password and click the Sign In button.

International Accredifation for Fire Senvice Onganizations _ f = 0w

AboutUs  Accreditation Applicants  Accredited Agencies Committee & Board  Certification Candidates  Contact Us
ard FAQs

Welcome to the Accreditation System!

Please sign in, If you do not have an account, you may create one.

User Name

Dottie1- End User

Password

# l Sign In l Forget Password | Create an Account

2 Navigate to My Applications Tab

See a Dashboard. Click the My Application tab to call up your currently accredited applications — as well as any
extensions or change applications.

International Accreditation for Fire Service Organizations — fEMmwvw

About Us  Accreditation Applicants  Accredited Agencies Committee & Board  Certification Candidates Contact Us

it My Applications FAQs

‘ Welcome, Dottie Keene- End User! 5o oy
My Applications

-

Select Appiication Type Start New Application

Application Y Agency T Status T Review Team Y LestUpdate T

2020 Change in Accreditation Processes X¥Z Fire District Approved C Team 12/20/2020 View

2020 Extension of Accreditation X¥Z Fire District Approved C Team 12/2072020 View

2020 Accreditation X¥Z Fire District Approved 0B/0Dr2020 View
‘ n . —
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Online Application:

Select Application Type
Click the Select Application Type to call up your currently types of applications available.

International Accreditation for Fire Service Organizations — fEMm w

About Us  Accreditation Applicants  Accredited Agencies Commitiee & Board Centification Candidates Contact Us

Dashboard My Accs My Applications

Welcome, Dottie Keene- End User! g5 o

My Applications

Select Application Type ¥ | Start New Application
Select Application Typs
Agency T Status T Review Team Y LastUpdats T
Accreditation
Reaccreditation XYZ Fire District Approved C Team 12/20/2020 View
B8NS f Accredits <
Eealanmion: Ol Nonpadition XYZ Fire District  Approved G Team 12/20/2020 View
Change In Accredited Processes
2020 Accreditation XYZ Fire District Approved 08/08/2020 View

‘B s

Select Specific Application
Click Reaccreditation as the type of application to copy.

International Accreditation for Fire Service Organizations — f =Dy

About Us Accreditation Applicants  Accredited ngencles Committee & Board Certification Candidates Contact Us

Dashboard My Account My Applications FAGQs

Welcome, Dottie Keene- End User! giqn oyt

My Applications

Reaccreditation - Select Accreditation ¥ Start New Application

Application T Agency Y sStatus T Review Team Y LastUpdate T

2020 Change in Accreditation Processes XY Z Fira District Approved C Team 12/20/2020 View
2020 Extension of Accreditation XYZ Fire District Approved C Team 12/20/2020 View
2020 Accreditation XYZ Fire District Approved 08/09/2020 WView
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Online Application:

Select Your Specific Application
Click the Specific Application from your database. It will be mostly likely the latest approved accreditation or
reaccreditation application. In this example below, it is the agency’s 2020 Accreditation application.

International Accreditation for Fire Service Organizations _ fEMm v

About Us  Accreditation Applicants  Accredited Agencies Commitiee & Board Certification Candidates Contact Us

Dashboard My Ac FAQSs

Welcome, Dottie Keene- End Userl =0, oyt

My Applications
Reaccreditation M 2020 Accreditation i

Start New Application

Select Accreditation

Application s Y LastUpdate T
2020 Accreditation

2020 Change in Accraditatior AYZ Fire District Approved C Team 12/20/2020 View
2020 Extension of Accreditation XYZ Fire District Approved C Team 12/20/2020 View
2020 Accreditation XYZ Fire District Approved 08/09/2020 View

Select Start New Application
Click the Start New Application to make a copy of the application.

International Accreditation for Fire Service Organizations — f | in

About Us  Accreditation Applicants  Accredited Agencles Committee & Board Certification Candidates Contact Us

My Applications FAQSs

Welcome, Dottie Keene- End User! Sign Out

My Applications

-

Reaccraditation 2020 Accreditation Start New Application

Application YT Agency Y Status Y Review Team Y LastUpdate

2020 Change in Accreditation Processes XYZ Fire District Approved C Team 1212012020 View
2020 Extension of Accreditation XYZ Fire District Appraved C Team 12/20/2020 View
2020 Accreditation XYZ Fire District Approved 08/09/2020 View

il M
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Online Application:

The System will present the new application.
Click the Select Application Type to call up your currently types of applications available.

International Accreditation for Fire Service Organizalions _ f [ HinlJ

AboutUs  Accreditation Applicants  Accredited Agencies Committee & Board Certification Candidates Contact Us

[Drashboard My Account My Applications FAQs

'Welcome, Dottie Keene- End User! Sign Out

2020 Reaccreditation: Agency Profile
Jmp o Contact Information

Progress Report

Status: Pending View

First Name
How Much of My

Dottie
v Full Application Last Name
Application Keene- End User

¥ Agency Profile
Title

NOTE: Not all information will be copied over, as it is assumed that such things as Standards, Editions
and Levels may have changed. And the sections TA2 and TAS3 for Test Administration, as well as the
AMM matrices, will be blank. Also note that the information contained in any extensions or changes

approved will not be copied over and must be entered in manually to complete the reaccreditation
application.
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4 Enter Information to Complete all Application Sections
See a screen of the copied application, with an Application Type = Reaccreditation and a Status = Pending.

Continue through each section, reviewing the information copied and adjusting it as needed — and then adding
whatever information is required to complete the application and reflect all facets of reaccreditation being requested.

Please refer to other quick reference sheets to guide you through the steps:

e Pro Board Quick Ref — Online Application — 2 Enter Initial Application Information

e  Pro Board Quick Ref — Online Application — 3 Enter Application Self Assessment — PA

e Pro Board Quick Ref — Online Application — 4 Enter Application Self Assessment — TD

e  Pro Board Quick Ref — Online Application — 5 Enter Application Self Assessment — TA

e  Pro Board Quick Ref — Online Application — 6 Complete Assessment Methodology Matrices — AMM
e  Pro Board Quick Ref — Online Application — 7 Enter Additional Documentation

5 Submit the Reaccreditation Application
Doublecheck your work and when finished, submit the application for reaccreditation. Refer to additional quick
reference sheets to guide you through the steps:

e  Pro Board Quick Ref — Online Application — 8 Complete and Submit Application

6 Work with the Committee on Accreditation to Process your Reaccreditation
Pro Board staff will process your application for accreditation and will follow the same process utilized for an initial
accreditation. You will therefore need to provide responses to questions from the technical analyst as well as to
comments from the Committee on Accreditation (COA) members assigned to your application.

Please refer to these quick reference sheets to guide you through the steps until you receive a reaccreditation:

e  Pro Board Quick Ref — Online Application — 9 Provide Tech Review Responses
e  Pro Board Quick Ref — Online Application — 10 Provide Responses to COA Comments
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