PENNSYLVANIA

FIRE ACADEMY

Pennsylvania State Fire Academy Local Level Course Proposals and Approval
May 16, 2002 — Revision of January 22, 2003

GENERAL POLICY: The purpose of this memorandum is to provide a procedure for certified fire
and emergency service instructors and educational training agencies that propose to offer a
course (new or replacement) for addition to the current accredited PSFA Local Level curriculum.

In order to have a course proposal considered, the following documentation must be submitted to
the State Fire Academy for evaluation:
. Course Title
. Course Author
. Course Length
. Instructor Development Plan
. Implementation Plan
. Reasons and/or need for certifying the course
. Minimum Standard for Accreditation (MS Word 2000) in PSFA format
. Complete lesson plan/instructor guide in PSFA format (MS Word 2000)
10. Complete student manual or handout set (if applicable) (MS Word 2000)
11. Complete audiovisual package. (MS Powerpoint for slides and .mpg files for video are
preferable)
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Unless otherwise noted in the Course Proposal, all submitted material, if the proposal is approved
by the Academy, become public-domain property of the Pennsylvania State Fire Academy.

Numbers 8-11 may be submitted on a single CD ROM. Numbers 1 through 7 may be submitted in
paper or MS Word 2000.

The required format and instructions for submitting a course or making other curriculum related
suggestions are attached.

REVIEW PROCESS: A Curriculum Review Committee shall review all course proposals submitted
for consideration.

Curriculum Specialist - Chair

Regional Field Supervisors

Resident Instructors

Fire Service Certification Program Manager

Homeland Defense Training Coordinator

Academy Administrator, ex officio
The Committee shall meet as called by the Chair. Meetings may be in person or by electronic
means (teleconference, Net meeting, etc.) The Committee will complete its review and act on
course proposals within 30 days of receipt of a complete proposal package. All actions will be
transmitted to the Administrator for final concurrence. The results will be communicated to the
originator of a proposed course within 10 days following the Committee’s determination.

(continued)



MINIMUM STANDARDS FOR ACCREDITATION (MSA) COMPLETION INSTRUCTIONS
(continued)

COMMERCIALLY- PRODUCED OR COPYRIGHTED TRAINING CURRICULUM PACKAGES:
As a general matter of policy, commercially packaged or copyrighted training programs may be
approved for use in the local level training system if both of the following conditions are met:
- The proposal to use such a program is made by an Educational Training Agency in the
Local Level Fire Training System; or is solicited by the Academy itself, and,
The package is either generally available for purchase at a reasonable price by the PSFA
and any other Educational Training Agency within the system or a copyright release to
duplicate and distribute all course materials is granted by the copyright owner to the
Academy.
Single units or parts of units of a commercial package program may be used without approval if,
and only if, they are used as part of an approved course and all copyright laws are complied with.

COMPUTER-BASED TRAINING (CBT) AND DISTANCE EDUCATION: Computer-based (CD-
ROM, synchronous or asynchronous Internet delivery, two-way videoconference training, or
interactive Web Based training) will be considered and approved on a case-by-case basis. The
training experience must be developed and hosted by an Educational Training Agency affiliated
with the PSFA Local Level system. The intent must be to offer the course on a regularly recurring
or continuous basis. A course proposal as herein specified must be submitted and Academy
personnel will be granted access to draft materials. Special conditions may be set and the time
limits for a determination on the proposal may be extended in these cases.

CERTIFICATE OF ORIGINALITY AND COPYRIGHT RELEASE: Please complete the attached
Certificate of Originality, have your signature witnessed, and submit it with your package. Provide
copies of releases for all copyrighted work used in your proposal. Be certain that those granting
the release are aware that the release includes permission to use and distribute the work by the
State Fire Academy in support of Pennsylvania State Fire Academy programs. Your proposal will
not be considered without this material. Contact Ms. Rita Wessel at the Academy before
submitting if you intend your work to remain proprietary. Unless advance arrangements are made,
all submitted material becomes public domain.

Further inquiries or questions may be directed to:

Ms. Rita Wessel, Curriculum Specialist
Pennsylvania State Fire Academy
1150 Riverside Dr.
Lewistown, PA 17044-1979
(717) 248 1115 (in PA: 1 800 459 4096) Extension 106
rwessel@state.pa.us



INSTRUCTIONS FOR COMPLETING COURSE PROPOSAL AMD
MINIMUM STANDARDS FOR ACCREDITATION

In order for your proposal to receive the consideration due it, please follow these instructions,
making your information as complete as possible.

Use this format for new course proposals only. Suggestions regarding deletion of courses,
changing of hours/names, etc., should be made in writing to the attention of Rita Wessel,
Curriculum Specialist. In your letter, you should describe the change desired and justification for
same in detail. If your proposed change involves a substantial change in course content, you
should submit it as a new course proposal, noting in the justification that it is a change to an
existing course.

Questions about the process can also be directed to Ms. Wessel She may be reached at (717)
248 1115 (in PA: 1 800 459 4096) Extension 106 or at rwessel@state.pa.us

COURSE PROPOSAL INSTRUCTIONS
COURSE TITLE: Enter the title as you feel it should be listed.

COURSE AUTHOR: Enter the names, addresses, telephone numbers, and e-mail addresses of
those who wrote/designed the course.

COURSE LENGTH: Enter both the total number of teaching hours (do not count breaks, lunch,
etc.)

REASON / NEED FOR ACCREDITING THE COURSE: Give in detail the reasons why you feel
that this course should be accredited by the State Fire Academy. Key questions to be answered
include:

Why does it have statewide applicability?

Why should it be state accredited versus local accreditation?

Why is it needed in today® emergency services?

SUGGESTED IMPLEMENTATION PLAN: Tell us in some detail how you would go about getting
this course "into the field". Remember issues like audiovisual kit creation/distribution, student
handout procurement, etc.

SUGGESTED INSTRUCTOR DEVELOPMENT PLAN: Tell us in some detail how you would go
about creating a cadre of instructors for this course. State what experiences/education potential
instructors should have; how you would go about qualifying instructors to teach this course, etc.
State the degree to which you as the developer are willing to cooperate with the Academy in
conducting “train-the-trainers” if the Academy accepts the proposal.

PERSON PROPOSING COURSE (if different from the author): List your name, full address,
daytime / evening telephone numbers, and e-mail address.

(continued)



COURSE PROPOSAL INSTRUCTIONS (continued)

Use as many pages as necessary to give a complete picture of your proposal. Remember,
whether or not your course is accepted may depend largely on the thoroughness of your Course
Proposal.

Remember, the following documentation must also be attached:
MINIMUM STANDARDS FOR ACCREDITATION: Attach a Minimum Standard for
Accreditation prepared per the format shown in this package (MS Word document
preferred).
INSTRUCTOR GUIDE (Lesson Plans) prepared in the attached PSFA format (MS Word
document preferred).
STUDENT MANUAL OR HANDOUTS (MS Word document preferred)
TESTING MECHANISMS (if used) (MS Word document(s) preferred
AUDIOVISUAL PACKAGE (MS Powerpoint and video in .mpg files preferred)



MINIMUM STANDARDS FOR ACCREDITATION (MSA) COMPLETION INSTRUCTIONS
COURSE TITLE: Enter the title as you feel it should be listed.

LENGTH OF COURSE: Enter the total number of student contact hours (not including lunch,
breaks, etc.).

LECTURE/LAB BREAKDOWN: Enter the number of “lecture” (classroom, demonstration, and
supervised practice) hours, then the number of “practical” (unsupervised practice or group activity,
etc.) hours.

PREREQUISITES: List those PSFA approved courses that a student should have completed
before attending this course. Also list any other requirements (i.e. minimum age, years experience,
office held, etc.) that students must meet to participate.

REFERENCED TEXT(S): List manuals, texts, etc., which the material in the course is extracted
from, or which an instructor should be familar with in order to teach the course (example - IFSTA
Manuals).

COURSE GOAL: State the overall educational point this course is designed to reach; this is a
general statement of the overall knowledge and/or skill to be attained, stated if possible in one
sentence.

DESCRIPTION OF COURSE: Identify the intended audience (i.e. entry-level fire service
personnel, company-level officers, chief officers, etc.) Describe this course as you would to a
prospective student in order to convince them to attend. Try to keep the description 2-3 sentences
in length.

DESCRIPTION OF METHODOLOGY: Briefly describe the educational means by which the
knowledge in the course will be transferred from the instructor to the student, such as lecture,
demonstration, supervised practice, etc.

STUDENT EQUIPMENT/SUPPLY NEEDS: List all equipment (including required / recommended
text) and supplies that each student should have available to him or her to be able to fully
participate in the class. Identify which of these item the student is expected to bring with them and
which items will be supplied by the educational training agency conducting the class:

EQUIPMENT/AUDIOVISUAL/SUPPLY REQUIREMENTS: List all equipment, apparatus, facilities,
supplies, etc., that an instructor will need to instruct the course in question. Be specific in detail
and include need for assistant instructors and student / instructor ratio for practical work where
needed.

SPECIAL CONDITIONS: Describe any special conditions that must be met for an effective
learning experience (such as maximum / minimum class sizes) that are not identified elsewhere.

COURSE OUTLINE: List sequentially:
each lesson or section of the course
the time that section is expected to take;
any special notes for the instructor regarding the lesson.

(continued)



MINIMUM STANDARDS FOR ACCREDITATION (MSA) COMPLETION INSTRUCTIONS
(continued)

COMPETENCY EVALUATION MECHANISM: State specifically how it is to be determined that
learning actually took place. If a written examination or skill check-off sheets are to be used,
copies of each must be attached.

COURSE OBJECTIVES: List precise statements of learning outcomes expected of students; that
is, what the student will be able to do after instruction that he/she was not able to do before
instruction. Each objective should contain the “ABCDs”: A — AUDIENCE - normally “the student”;
B — BEHAVIOR — what the student is expected to do, perform, describe, etc. i.e. a description of
the performance expected; C — CONDITIONS - the scenario, facilities, equipment, assistance,
etc. that the student has available or under which he or she is expected to perform, usually
expressed in a learning outcome as “Given a ...”; D — DEGREE - a description of what will
constitute acceptable performance by the student.

Examples:

1. Upon completion of this course, the student will correctly state at least three reasons why a
fire service axe should be properly maintained.

2. Given a fire service axe, a Halligan bar, an 8’ pike pole, a roof ladder of adequate length,
and a wooden pitched roof (or roof mock-up), demonstrate, to the satisfaction of the
instructor, the proper procedure for conducting vertical ventilation operations on this type of
roof structure.

Each learning outcome you expect to occur as a result of the course should have a corresponding
objective.

The format is the important thing. You may extend that format across as many pages as needed,;
but a Minimum Standard for Accreditation should generally be no longer than two or three pages.



PSFA
Minimum Standard for Accreditation (MSA)
Format




PENNSYLVANIA

Pennsylvania State Fire Academy
1150 Riverside Drive

L ewistown, PA 17044-1979
(717) 248 1115 In PA: 1 800 459 4096 FAX (717) 248 3580

Minimum Standard for Accreditation (M SA)
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PSFA Lesson Plan Format




PENNSYLVANIA STATE FIRE ACADEMY
LESSON PLAN

COURSE:

DATE:

AUTHOR:

REVISED: BY:

PAGE OF

DAY: LESSON: TOPIC:
LESSON TIME (hours:minutes):
REFERENCES:

INSTRUCTIONAL METHOD(s):

STAFF REQUIREMENTS:

FACILITY REQUIREMENTS:
EQUIPMENT/SUPPLIES REQUIREMENTS:
AUDIOVISUAL REQUIREMENTS:
OTHER REQUIREMENTS(specify):
NOTES TO INSTRUCTOR:

LESSON OBJECTIVES:

PENNSYLVANIA

FIRE ACADEMY



PENNSYLVANIA STATE FIRE ACADEMY

LESSON PLAN

COURSE: DAY: LESSON:
DATE:

AUTHOR:

REVISED: BY:

PAGE OF

PENNSYLVANIA

L
FIRE ACADEMY

PREPARATION STEP:

Teaching Outline Teaching Aids, Devices
& Technigues

APPLICATION STEP:

EVALUATION STEP:

SUMMARY:
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