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IMPORTANT CHANGE TO THE CERTIFICATION
TASK BOOK PROCESS!

The Certification Capstone program is now a "performance based" system only. Job performance requirements
have been added to the task book, which you will complete on-the-job. Passing a written capstone test is not
required in order to become certified.

This change was recommended by the Statewide Training and Education Committee at their meeting on October
21, 2011 and adopted by the State Fire Marshal. This change affects the current Training Instructor Certification
Capstone Task Book and all future task books. As a result, the new January 2012 Training Instructor
Certification Capstone Task Book replaces the 2009 version.

New Two-step Certification Capstone Task Book Process
Step 1: Submit Application to State Fire Training

(1) Fill out an Application for Certification (Fee Schedule)

(2) Provide a copy of the course completion certificate for each required course. (For example, Training
Instructor 1A)

(3) Provide a copy of the certificate for each required prerequisite. (For example, Fire Fighter 11)

If your current rank makes you eligible to waive the Fire Fighter Il Certification requirement, submit a
current, original letter written on department letterhead and signed by the Authorized Fire Chief or his/her
Authorized Representative verifying your rank in place of the Fire Fighter Il certificate.

(4) Submit payment of the certification fee with check or money order. (Fee is nonrefundable)
Step 1 Application Review

(5) After your payment has been processed, SFT certification staff will review your application for complete and
accurate documentation of the educational requirements, prerequisite(s), rank, and occupational
experience.

(6) If your application is complete and approved, a Certification Capstone Task Book will be initiated with your
name, identification number, date, and completion of Sections 1-3 recorded. The original task book will be
mailed to you at the address listed on your application. A copy of your task book will remain on file.

(7) If your application is incomplete, SFT staff will return to you a check-off sheet indicating what
documentation is lacking. The original task book will remain on file until Sections 1-3 can be completed.

Step 2: Submit Completed Certification Capstone Task Book to State Fire Training
(1) After receiving your task book, you can begin to complete the tasks and job performance requirements.

(2) Through observation or review, your supervisor or a program’s manager will verify and sign-off each
requirement.

(3) After your task book is complete, both you and your Authorized Fire Chief or his/her Authorized
Representative will sign and date the front cover.

If your Chief’s Authorized Representative is signing your task book, be sure his or her signature is on file with
State Fire Training.

(4) Mail your original Certification Capstone Task Book to State Fire Training. Keep a copy for your records.
Step 2: Task Book Review
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(5) SFT certification staff will review your task book for complete and accurate verification of the task and job
performance requirements.

(6) If your task book is complete and approved, your certificate will be mailed to you at the address listed on
your application.

(7) If your task book is incomplete, SFT staff will return a check-off sheet indicating what documentation is
lacking. A copy of your task book will remain on file until missing documentation has been provided.

Frequently Asked Questions:

Q: How does this affect me if | have already started the 2009 Training Instructor Certification Capstone Task
Book?

A: We will allow those who started under the original capstone testing process to complete the
certification through testing. They will need to contact SFT to arrange for date and time for test. This will
be offered through June 30, 2012.

Also it should be noted that Sections 1-4 are the same for either task book. You can apply for your new
task book by following Step 1 above. When you receive the 2012 Training Instructor Certification
Capstone Task Book from SFT, you can have your supervisor or the program’s manager transfer over
their verification of your qualifying teaching time from the old Capstone Test Task Book to the new task
book. The job performance requirements in Section 5 of the new Task Book will still need to be
completed.

Q: If I have already registered to take the capstone test, can I cancel and use the 2012 Training Instructor
Certification Capstone Task Book instead?

A: If you have already registered with a Testing Site, you will need to cancel and then apply for your 2012
task book by Following Step 1 above. If you have already paid for the testing you will need to follow up
with the Certification Analyst to confirm receipt and then arrange for your required course work
information to be mailed directly to SFT. After fees and course work are received the task book will be
initiated and mailed to you for completion.

Q: Is there a time frame for completing a Certification Capstone Task Book?

A: A Certification Capstone Task Book must be completed and submitted to State Fire Training under the
current certification requirements. If the Certification Capstone Task Book is not completed before the
certification requirements change, the task book is no longer valid. A new Certification Capstone Task
Book must be initiated and all current certification requirements will apply.

Q: If rank is used in place of the Fire Fighter Il certification prerequisite, is the Fire Chief’s or Authorized
Representative’s signature all that is required?

A: The Fire Chief or his/her Authorized Representative must sign a statement identifying your current rank
and date of appointment. This statement must be on department letterhead.

Q: How do I verify my current Fire Chief or Authorized Representative is registered with SFT so the signature is
accepted?

A:  Contact Certification staff at SFT to find out who is currently eligible to sign letters of verification for
your department.
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