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Purpose and Process 

The State Fire Training certification task book is a performance-based document. It lists the 
Experience, Rank or Position, and Job Performance requirements for certification. 

Purpose 
Each certification task book focuses on a single State Fire Training job function certification. A 
certification task book identifies the minimum requirements necessary to perform the duties of 
that certification. Completion of a certification task book verifies that the candidate has the 
required experience, holds the required rank or position, and has demonstrated the job 
performance requirements necessary to obtain that certification. 

Responsibilities 
Candidate Responsibilities 

The candidate is the individual pursuing certification. 
 
All candidates shall: 

 Complete a block on the Signature Verification page with an original wet-ink signature. 
o No date shall be prior to the issuance date. 

 Complete the Experience, Rank, and Job Performance Requirements. 

 Accurately record and maintain the certification task book. 

 Sign and date the Candidate verification statement under the Authority section with an 
original wet-ink signature. 

 Retain a copy of the completed certification task book. 

 Submit the completed certification task book to State Fire Training. 
 

Evaluator Responsibilities 

An evaluator is any individual who verifies that the candidate can satisfactorily execute a job 
performance requirement. A qualified evaluator is designated by the candidate’s fire chief (or 
authorized designee) and shall possess the equivalent or higher-level certification. If no such 
evaluator is present within the organization, the fire chief (or authorized designee) shall 
designate an individual with more experience than the candidate and a demonstrated ability to 
execute the job performance requirements. A certification task book may have more than one 
evaluator. 
 
All evaluators shall: 

 Complete a block on the Signature Verification page with an original wet-ink signature. 

For 
Rev

iew
 O

nly



Executive Chief Fire Officer Task Book Purpose and Process 

Revised: August 2016 Page 2 of 9 

 Review and understand the candidate's certification task book requirements and 
responsibilities. 

 Verify the candidate’s successful completion of one or more job performance 
requirements through observation or review. 

o All Job Performance Requirements (JPR’s) shall be reviewed, validated and dated 
after issuance of the certification task book.  

 Sign all appropriate lines in the certification task book with an original wet-ink signature 
to record demonstrated performance of tasks. 

 

Fire Chief Responsibilities 

The fire chief (or authorized designee) is the individual who reviews and confirms the 
completion of a candidate’s certification task book. 
 
The fire chief (or authorized designee) shall: 

 Designate qualified evaluators. 

 Complete a block on the Signature Verification page with an original wet-ink signature. 

 Review the candidate’s certification task book requirements and responsibilities. 

 Verify the candidate has obtained the appropriate signatures to verify successful 
completion of each job performance requirement. 

o Ensure that no signature or date is prior to the certification task book issuance 
date. 

 Verify the experience segment is completed and sign the fire chief verification statement 
under Authority section with an original wet-ink signature. If signing as an authorized 
designee, verify that your signature is on file with State Fire Training. 

Completion Process 
When you receive your certification task book: 

1. Thoroughly review the Experience, Rank, and Job Performance Requirements segments 
to make sure that you understand them. 

2. Confirm who will evaluate your job performance requirements with your fire agency. 

3. Complete the Experience segment, if applicable. 

4. Complete the Rank or Position segment. 

5. Complete each requirement in the Job Performance Requirements segment and ensure 
that an evaluator signs and dates each one to verify completion. Also ensure that every 
evaluator is listed on the Signature Verification page. 

6. Ask your fire chief (or authorized designee) to verify certification task book completion 
by signing the appropriate paragraph under Authority section. 
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7. Make a copy of the completed certification task book to retain with your personal 
records. 

8. Mail the original certification task book to State Fire Training (see address below). 

 
After receipt and successful review of your completed certification task book, State Fire Training 
will approve the certification task book and mail your certificate to you. State Fire Training 
retains the completed, authorized original certification task book in your career file. 
 
If State Fire Training determines that your certification task book is incomplete State Fire 
Training will return insufficient components, replacement pages and a checklist indicating what 
needs to be completed. 
 
Do not submit this certification task book until you have: 

 Completed the Experience segment 

 Fulfilled the Rank or Position segment 

 Completed Job Performance Requirements 

 Obtained all required signatures 
 
State Fire Training Mailing Address 
 
Office of the State Fire Marshal 
State Fire Training 
Attn: Certification Section 
1131 S Street 
Sacramento, CA  95811 

Completion Timeframe 
State Fire Training aims to update certification task books on a five-year cycle. A certification 
task book in process is valid until State Fire Training issues a new certification task book for the 
same job function certification. 
 
If a candidate does not complete a certification task book before the release of a new version, 
State Fire Training will send the candidate a task book revision supplement identifying any 
revisions or new requirements. The candidate must fulfill all requirements included in the 
revision supplement and submit the revision supplement with the original task book. 
 For 

Rev
iew

 O
nly



Executive Chief Fire Officer Task Book Signature Verification 

Revised: August 2016 Page 4 of 9 

Signature Verification 

The following individuals have the authority to verify portions of this certification task book using the signature 
recorded below. 
 

Name:  Name: 
 

Job Title:  Job Title:  

Organization:  Organization:  

Signature:  Signature:  

    

Name:  Name:  

Job Title:  Job Title:  

Organization:  Organization:  

Signature:  Signature:  

    

Name:  Name:  

Job Title:  Job Title:  

Organization:  Organization:  

Signature:  Signature:  

    

Name:  Name:  

Job Title:  Job Title:  

Organization:  Organization:  

Signature:  Signature:  
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Task Book Requirements 

Job Performance Requirements 
 
All job performance requirements must be performed in accordance with the standards of the 
authority having jurisdiction (AHJ) or the National Fire Protection Association (NFPA), whichever 
is more restrictive. 
 
All Job Performance Requirements (JPR’s) shall be reviewed, validated and dated after 
issuance of the certification task book. 
 

Human Resource Management  

1. 7.2.1 Appraise the department’s human resource demographics, given 
appropriate community demographic data, to determine if the recruitment, 
selection, and placement of human resources is effective and consistent with law 
and current best practices. 

  ______________ _______________________________________ 
 Date Completed Evaluator Verification 

2. 7.2.2 Evaluate current employee/management relations and initiate the 
development of a process that supports a positive and participative 
employee/management program.  

  ______________ _______________________________________ 
 Date Completed Evaluator Verification 

3. 7.2.3 Establish and evaluate a list of education and in-service training goals, given 
a summary of the job requirements for all positions within the department, so 
that all members can achieve and maintain required proficiencies. 

  ______________ _______________________________________ 
 Date Completed Evaluator Verification 

4. 7.2.4 Appraise a member-assistance program, given data, to determine if the 
program, when used, produces the desired results and benefits. 

  ______________ _______________________________________ 
 Date Completed Evaluator Verification For 
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5. 7.2.5 Evaluate an incentive program, given data, so that a determination is made 
regarding achievement of the desired results. 

  ______________ _______________________________________ 
 Date Completed Evaluator Verification 

 

Community and Government Relations 

1. 7.3.1 Attend, participate in, and assume a leadership role in given community events 
in order to understand and respond to community needs and enhance the image of 
the fire department. 

  ______________ _______________________________________ 
 Date Completed Evaluator Verification 

 

Administration 

1. 7.4.1 Develop a comprehensive long-range plan, given community requirements, 
current department status, and resources, so that the projected needs of the 
community are met.  

  ______________ _______________________________________ 
 Date Completed Evaluator Verification 

2. 7.4.2 Evaluate and project training requirements, facilities, and buildings needs, 
given data that reflect community needs and resources, to meet departmental 
training goals. 

  ______________ _______________________________________ 
 Date Completed Evaluator Verification 

3. 7.4.3 Complete a written comprehensive risk, hazard, and value analysis of the 
community, given the appropriate features of the service area of the 
organization, so that an accurate evaluation is made for service delivery decision-
making.  

  ______________ _______________________________________ 
 Date Completed Evaluator Verification 

4. 7.4.4 Develop a plan for a capital improvement project or program, given an 
unmet need in the community, so that there is adequate information to educate 
citizens about the needs of the department. 

  ______________ _______________________________________ 
 Date Completed Evaluator Verification  
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Emergency Services Delivery 

1. 7.6.1 Develop a comprehensive disaster plan that integrates other agencies’ 
resources, given data, in order to rapidly and effectively mitigate the impact on a 
community. 

  ______________ _______________________________________ 
 Date Completed Evaluator Verification 

2. 7.6.2 Develop a comprehensive plan, given data (including agency data), so that 
the agency operates at a civil disturbance, integrates with other agencies’ 
actions, and provides for the safety and protection of members. 

  ______________ _______________________________________ 
 Date Completed Evaluator Verification 
 

 Health and Safety 

1. 7.7.1 Maintain, develop, and provide leadership for a risk management program, 
given specific data, so that injuries and property damage accidents are reduced. 

  ______________ _______________________________________ 
 Date Completed Evaluator Verification 
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Experience 
 
The candidate meets the following requirements for experience. 

☐ Have a minimum of one year full-time paid or two year’s volunteer or part-time paid 

experience in a Recognized Fire Agency in California working at the Executive Chief Fire Officer 
level 

Rank or Position 
 
The candidate meets the following qualifications for the rank or position listed below. 
Performing in an acting capacity does not qualify. 
 
An Executive Chief Fire Officer is defined as a Division Chief, Assistant Chief or Deputy 
Chief assigned to staff position within an organization or any Chief Officer within an organization 
that has Staff position responsibilities. 
 

Rank or Position Agency Appointment Date 

   

 

Authority 
 

Candidate’s Fire Chief 

 Candidate’s Fire Chief: __________________________________________  
 Fire Chief’s (or Authorized Designee’s) Printed Name 

I, the undersigned, am the person authorized to verify the candidate’s experience, rank, and job 
performance requirements. I hereby certify under penalty of perjury under the laws of the State 
of California, that completion of all experience, rank, and job performance requirements made 
herein are true in every respect. I understand that misstatements, omissions of material facts, 
or falsification of information or documents may be cause for rejection. 

 _____________________________________________ _____________________ 
 Fire Chief’s (or Authorized Representative’s) Signature Date 
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Review and Approval 

Candidate Review 

 Candidate: ___________________________________________________  
 Candidate’s Printed Name 

I, the undersigned, am the person applying for certification. I hereby certify under penalty of 
perjury under the laws of the State of California, that completion of all experience, rank, and job 
performance requirements made herein are true in every respect. I understand that 
misstatements, omissions of material facts, or falsification of information or documents may be 
cause for rejection or revocation. 

 _____________________________________________ _____________________ 
 Candidate’s Signature Date 

 
 

*******This section is for State Fire Training use only******* 

 

State Fire Training Review 
 
I have reviewed this certification task book and verify that the candidate has met all 
requirements for this job function certification. 

 

 ___________________________________________________ ____________ 
 State Fire Training Representative’s Signature Date 

 

 
Certification #: _________________________________________________________ 
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