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Welcome to the Pre-service Firefighter Training and Education program.  

Congratulations!  You have taken a significant step towards achieving a career in firefighting by your entry into this program.  
This handbook provides information specific to the Pre-service Firefighting program and is to be used in conjunction with the Conestoga College Student Guide that you received during orientation phase 2.

Take the time to familiarize yourself with these documents and retain them for further discussion and reference. 
It is the responsibility of the student to be familiar with all aspects of the program and to seek clarification of any standards, regulations or procedures.

Good Luck!
Have a safe, enjoyable and rewarding journey through the Pre-service Firefighting Program..
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Doug Richard

Full Time Pre-Service Firefighter 
Training and Education Program Coordinator

Program Overview
This 3 semester program prepares students for the position of Recruit Firefighter.  It is delivered in full time and part time modes.  The structure of the program is a fall semester intake followed by a winter semester, then off for the summer and returning again in the fall for the final semester.  The program is supported by the Ontario Association of Fire Chiefs and the Office of the Ontario Fire Marshall.  The program not only provides the requisite knowledge and skills that are required of a recruit firefighter but also emphasizes the importance of assimilation to the culture of the fire service and developing the character traits that will optimize the chances of a successful career.
Philosophy

The program builds on the following basic beliefs regarding college students:
· They are mature adults who are competent, willing to work, eager to learn.
· They are eager to manage their own learning.
· They recognize that they must accept responsibility for their own learning.
· They recognize that their learning experience is directly proportional to the effort that they put in to it.
· They recognize that faculty are not the prime purveyors of information, rather that  they function often as coaches or guides.
· They recognize that learning often happens outside the walls of the classroom.
· They value and seek continuous feedback regarding their performance and progress.
The following statements describe the requirements of a successful recruit firefighter candidate:
· The fire service culture is very conservative and of a paramilitary origin that is steeped in tradition.  The successful candidate must be accepted into this unique culture.

· The job of a firefighter is extremely challenging.  In the emergency mode, it requires advanced physical fitness and a strong ability to work safely as a team.  It further requires mechanical aptitude in often extremely hazardous and hostile environments while striving to minimize the suffering of others.  
· A vast and varied knowledge and physical skill set must be accompanied by compassion empathy and a deep sense of caring and desire to help others.

· A firefighter is not a job that one performs during a specific time frame… it is what one becomes... 24 – 7. 

· Independent opinion polls describe the firefighter as the “most trusted profession”.  This trust is earned daily as a result of a displaying a very high standard of moral and ethical conduct.

· Due to the constantly changing challenges the firefighter must be a lifelong learner striving for excellence.

In order to prepare the student for such a challenge, the following strategy will be adopted:
· The student will be treated as a recruit firefighter would be treated in the fire hall.
· Each student will be assigned to a platoon and each platoon shall have a leader.  Success will often depend on the success of the platoon as a group. (this will encourage the development of teamwork, leadership, interpersonal skills).
· A strict behavioural code will be followed.

· Policies and procedures for day to day operations will be followed 
(as they would be in the fire service).
· A very strong emphasis is placed on developing and honing practical skills.
· The ability to critically problem solve will be fostered.
· The ability to work safely at all times will be entrenched.
· Respect for oneself, classmates, authority figures, the fire service and the general public will be cultivated.
· A high level of moral and ethical conduct will be requested.
· A high level of importance will be placed on student practicum placements in the fire service and community.

Access to Faculty
The president of Conestoga College is Dr. John Tibbits.  Within the college there are several “schools”.  The Pre-service Firefighting Training and Education Program is offered through the school of Health Sciences, Community Services and Biotechnology.  The head of our school is an Associate Vice President position and that person is Marlene Raasok.  Generally speaking, you would not have to access Marlene directly.

The school of Health Sciences, Community Services and Biotechnology is further broken down into several divisions – ours being Community Services.  The Chair of Community Services is Wayne Morris.  At times when a concern cannot be satisfactorily met by Doug Richard or at times when Wayne has specifically asked to speak to you, you can reach him at 748-5220 ext 3421 or Wayne may ask you to contact Kim Myre, the Community Services Administration Assistant at ext 3405.
Generally when you require assistance or information, your primary contact will be the coordinator of the Full Time Pre-service Firefighting Program -  Doug Richard.  Doug can be reached by:

· WebCT – private e-mail function for your particular class 
e.g. Pre-service Firefighting Class 2007
· By Telephone – 748-5220 ext 3933

· In person – Room 4B Pod 14 
(please phone first and make an appointment if at all possible)

· By e-mail – drichard@conestogac.on.ca
Other faculty that you may need to contact will arrange specific means of communication.
Successful Student Strategies
Characteristics of Successful Students

1. They attend class regularly and arrive on time.  If they must miss a class they feel obligated to contact the instructor regarding their upcoming absence.  They subsequently pick up on all information and assignments regarding the class that they missed.

2. They prepare for class by doing advanced reading.  They come to class ready to participate and have issues that they may not be sure on, clarified.  In the firefighting program, the notes for the upcoming class are available on WebCT and the student will read those before class.  The successful student will also take advantage of interactive learning strategies that are made available, complete the appropriate textbook readings and will complete the appropriate text and workbook activities.
3. They participate in class even if their attempt at answering a question seemed a bit clumsy or perhaps was incorrect.
4. They interact with faculty both in and out of class.  They seek out the appropriate resources at times when they need assistance.
5. They review their notes on a regular basis and look for opportunities to complete practice test questions.  Studying is ongoing and not restricted to the day or two before an exam.

6. They look professional and take pride in their work.

7. They submit all assignments on time.
8. They manage their time well.  Often they may make use of a “day planner” to ensure that they are aware of upcoming meetings, assignments and other activities.
9. They restrict their participation in a part time job to the number of hours that are comfortably manageable for that individual.  As a general rule of thumb, most students are not comfortable with more than 12 – 15 hours of part time employment per week.
10. They read.  They make time to access periodicals and other reference information on a regular basis.
11. They seek feedback from faculty and their peers.  When suggestions are made for improvement, they receive the suggestions openly and try to implement them.
12. They offer feedback to faculty regarding possible improvements to the program and make faculty aware of specific needs that the individual may have in order to optimize learning.
13. They maintain a healthy lifestyle and arrive at class ready to energetically participate. 

Guidelines for Group Participation

Your participation in this program review is valued and appreciated.  In an effort to optimize each group’s efforts, the following principles and role descriptions are suggested. 

1. Principles for Effective Groups

Each person must be clear on the group objectives.

The atmosphere must be such that a person feels “safe” in providing an input.

Each person’s participation is important and it is important for each person to participate.
No singular person’s input is more important than anyone else’s.
There must be only one input being given at any one time.

An opportunity to provide input should go through the group leader.
Active listening skills are paramount.

Objective evaluation of input both supportive and non-supportive in nature is required.

Avoid emotionally based evaluations and comments that are detrimental to group effectiveness. 
2. Role of Facilitator/ Leader / Chairperson
Lead the group by providing an introduction of group objectives.

Ensure that a timekeeper, scribe, and a presenter are selected from the group.

Implement and maintain a “safe” environment through ice-breaking types of discussion or activity followed by ongoing constructive activity.

Recognize in turn, requests to provide input from group members.

Ensure that each person’s input gets heard.

Ensure that inputs stay focused on group objectives.

Ensure that the scribe has sufficient opportunity to capture the group inputs before moving on to the next objective.
Recognize when repetitive input from any person is not adding anything new to the group discussion and tactfully discourage further repetition.
Bring the group to a consensus wherever possible and if consensus is not possible, ensure that both points of view are presented to the main body for a final decision.
3. Role of Timekeeper

To notify the group when the chosen limit for discussion on any one objective is drawing near.
Program, Staff and Student Feedback
Generally, feedback is information that is made available for the purpose of improving performance.  It can take a number of forms:

· Ongoing verbal feedback to the students as to their performance and progress.
· Informal verbal feedback given by the student to faculty or peers regarding performance.

· Formal written feedback to the student regarding their progress in the form of a grade on an assignment, test or course.

· Feedback regarding performance on an assignment. In the form of written comments that an instructor makes on an assignment 
· Evaluation forms that may be completed on a student, instructor, lesson, course or program of study.

· Key Performance Indicators (KPI’s).  Survey that is completed by students of all Ontario colleges and analyzed by an independent group. 

· Feedback from students on a particular course is obtained using the Student Appraisal of Teaching Evaluation Form.
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Program Policies and Procedures
Communication

Students are required to keep themselves current in all course related communications.

Communication may take the form of radio broadcasts, face to face messages, telephone, WebCT, postal service, postings on the program bulletin board or by e-mail.

When an urgent message must be conveyed on short notice, a telephone fan out may be invoked.  The coordinator will contact the class president.  The class president will contact each platoon leader.  Each platoon leader will contact each of the members of their platoon.

An urgent message may be posted on the class bulletin board area of WebCT.  IT IS IMPERATIVE that students check WebCT each morning before 730 for the presence of urgent messages.  Should access to a computer not be available, the student must arrange for a classmate with on-line capabilities to forward urgent information.
In order for communication to occur via telephone, postal service and e-mail, IT IS IMPERATIVE that the student notifies the coordinator of current address telephone and e-mail information and at any time that the information changes.  This also applies over the summer vacation.
RESPONDING TO EMERGENCY SITUATIONS

SCHOOL OF HEALTH SCIENCES AND COMMUNITY SERVICES

REGULATION AND PROCEDURE PRACTICE

SUBJECT:
Responding to Emergency Situations
Date: June / 2002

PROGRAM
Pre-Service Firefighter Education and Training Program
CATEGORY:
Academic Administration
Revised:

AUTHORITY:
Associate Vice President School of Health Sciences, Community Services and Biotechnology
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REGULATION:  The following procedure is to be followed in cases of emergency at a scheduled training session.  It is important that we seek assistance from professionals in situations that are beyond our scope or control in an emergency situation.  The following procedure is to be initiated:
PROCEDURE:

	PERSON
	
	ACTION

	
	
	

	Program Coordinator
	
	- informs the appropriate municipal Dispatch and on duty Platoon Chief of our training including:
· Location of training

· Type of training

· Timeframe

· Hazards included

· Equipment and personnel on site

	
	
	

	If an emergency occurs:
	
	

	
	
	

	Instructor (on site) with students
	
	- initiates communications to the appropriate dispatch relaying details of the incident and possible situation

	
	
	

	Dispatch
	
	- sends an appropriate response for the municipality to facilitate an emergency response to the situation

	
	
	

	Instructor
	
	- assist the municipality with information and equipment where necessary



	
	
	- remove unaffected students and faculty to safe area and maintain NO involvement of students in the emergency

	
	
	- count students and faculty to provide appropriate information to the municipal fire service

	
	
	- notify the Dean of the School regarding the emergency situation

	
	
	- complete the college incident report and submit to the Dean of the School

	
	
	

	Associate Vice President 
	
	- notify the President, Vice President of Academics and the Health and Safety Office regarding the emergency situation 

	
	
	

	President
	
	- respond to medical calls in the normal manner regarding unplanned situation involving emergencies


Attendance and Punctuality
The program requires that you are available for class on MON – FRI from 0800 to 
1700 hrs.

You are required to attend ALL classes, labs and placement opportunities.  Ongoing unauthorized absences will result in the application of progressive disciplinary measures.
Tardiness is not accepted in the Fire Service and it also not allowed in this program.
Ongoing tardiness will result in the application of progressive disciplinary measures.
Attendance will be taken at the start of every class and lab.  The instructor will ask each platoon leader or designate for an accountability report.  The platoon leader will respond by indicating each person in their platoon that is absent or late.  Giving a false report is grounds for the application of progressive disciplinary measures.
Authorized absences include illness requiring a doctor’s care, death of an immediate family member, extraordinary emergency circumstances and an extraordinary occurrence for which a student has made advanced arrangements with the coordinator or instructor.  Work, sports (other than varsity) and participation or completion of other course requirements are not considered to be an “authorized absence”.  Extended absence (longer than 2 days) will require a doctor’s note.  Due to the strenuous nature of the Firefighter Fitness course a “return to work” doctor’s note may be requested by the instructor before the student is allowed to resume fitness classes.
Attendance is taken into consideration in calculating student grades in core courses.

It is the sole responsibility of the student to make up for information not obtained due to an absence. 

In case of a health problem or personal emergency that necessitates missing a class or being late for a class, the student must advise the course coordinator by phone prior to commencement of the class in question.  Failure to follow this procedure will be grounds for the application of progressive disciplinary measures.
The student is required to notify the coordinator by telephone should they not be able to attend a scheduled class activity.  Failure to follow this procedure will be grounds for the application of progressive disciplinary measures.

Inclement Weather Procedure
At such times when it appears that class may be cancelled due to inclement weather, the student should check one of the media outlets listed in the student procedures manual.

The decision regarding college closure will be made between the time of 0515 and 0545.
Class or lab may be cancelled / delayed at any time that it is apparent that in the judgment of the lead instructor or coordinator, the safety of the student is in jeopardy.  E.g. lighting that occurs during an outdoor lab session.
In the event of hazardous road conditions occurring during a time that a student is scheduled to travel to a community placement, the student must decide whether their safety is in jeopardy and make an appropriated decision regarding not attending their placement.  If they will be absent or late, the student must phone the agency contact and the course coordinator and advise them of the absence / lateness.
Uniform Policy
The uniform shall consist of:
· A dark navy shirt displaying the approved Conestoga College shoulder flasher on each sleeve and with the phrase “Pre-service Firefighter“ embroidered on the left breast area.

· Dark navy cargo pocket pants.

· Green patch approved black leather safety shoes.

· Black or dark navy socks.

· Black leather/nylon belt.
· Dark navy tie.
· Special events jacket (in times of cold temperature).
· Black tie (for formal occasions).
1. The uniform must be worn in its entirety and can only be purchased from the approved distributor.  

2. The uniform shall only be worn during practical training sessions, pre-graduate and community based practicum experiences, and any other time as directed by the program coordinator.

3. The uniform must be kept neat and clean in appearance.
4. Failure to abide by this uniform procedure will be grounds for the application of progressive disciplinary measures.

Academic 

Standards
Promotion (Academic Decision)
Promotion is the advancement from one semester to the next until the program is completed.  To achieve promotion a student must be evaluated and achieve a minimum standard as defined by the program standards.  Promotion is based on academic achievement as well as meeting personal and professional performance standards.  Promotions are considered at the end of each semester.

Promotion Standard

The terms and conditions that are required to successfully complete a course are indicated in the course outline and will be reviewed at the beginning of each course.

All specific learning objectives listed in the course outlines must be successfully completed.

The passing grade for core courses is 70% or achieving a “P” on those courses that are graded pass / fail.  Firefighter fitness is a vocational course.
The passing grade for general education courses is 55%.
In order to be eligible for promotion from one semester to the next all vocational and general education courses that are indicated in the program outline must be successfully completed.

A student that does not meet these program standards will be ineligible for promotion and could be discontinued from the program.  
Classroom / Lab / Fireground / Placement Decorum
Students learn and work better when there is mutual respect for each other.  The College is a healthier and safer place to be when students and faculty can concentrate on the task at hand and not have to worry about annoying disruptions and harassment.  The following rules are applied in support of / addition to those that are outlined in the Conestoga College Student Guide.  
Cell Phones / Pagers/ Computer Games / Portable CD players/ Headphones – The use of these items are not permitted in the classroom.  A student that is expecting emergency communication must make arrangements with the instructor prior to the start of class.
Attendance – Students are expected to be present, punctual and prepared for all classes, labs or placement opportunities.
Participation – All students are responsible for contributing to a positive and respectful learning environment.  Since class time is limited, students are expected to focus on the particular subject and not bring other work or other issues to that class.  Students are expected to listen attentively to the instructor or other student when they are speaking and to respect their opinion. Disrespectful actions or comments directed towards faculty or other students will not be tolerated and will result in the application of progressive disciplinary measures.
Dress / Personal Hygiene Standard- In addition to the uniform policy, the student shall maintain a professional appearance (i.e. appropriate clothing that is neat and clean in appearance / personal hygiene that is not disruptive or offensive to others in the classroom and that conveys a professional appearance).  A student that is not professional in appearance will not be allowed in the classroom and shall be responsible for all activities and information missed during that class. 

Safe Classroom Conduct – Conduct of any kind that might jeopardize the safety of any individual in class or that might damage college property will be prohibited. 
Food / Beverages – Only beverages in re-sealable  non-breakable containers are allowed in the classroom.  Food is not allowed in the classroom.  No food or beverage of any kind is allowed in the Health Sciences Skills Labs.
Tidiness – Respect for others will be demonstrated by cleaning up the classroom area in preparation for the group that will follow.
Impairment - A student will not be allowed to attend class or lab if there is evidence that the student has consumed alcohol or illicitly used drugs.
Failure to abide by the aforementioned decorum principles will result in the application of progressive disciplinary measures.
Program Withdrawal 

(see Conestoga College Student Guide)
The student must initiate this request by conferring with the Program Coordinator / Chair and then completing the Course Add/Drop form.  The completed form must then be forwarded through the Program Coordinator / Chair to the Registrar.  If withdrawal is made by the refund deadline, you will receive total tuition reimbursement less $100.

Withdrawal without academic penalty can be made up until the date that 75% of the course has been completed and course grades are documented as “withdrawn”  (“Q”) as opposed to “failed”  (“F”) if the course is dropped beyond that date.

Discontinuance

Conestoga College recognizes the importance of establishing written standards, which define the academic performance to be achieved as students progress through their programs. Students who fail to meet the specified program standards will be discontinued from the program.  Students may also be discontinued for failure to meet the standards set by College policies (see Conestoga College Student Guide).
Discontinuance is initiated by the college often at the completion of a semester.
A student may be discontinued for:
· Failure to meet specified academic program / course standards.
· Improper conduct or failing to meet ethical standards as expected by the program.
· Lack of attendance.
Assignments / Assignment Deadlines

Written assignment instructions and a marking scheme shall be made available to the student.

Wherever possible, a feedback page that breaks down the grade of the assignment and includes comments shall be returned with the assignment to the student within 2 weeks of the due date of the assignment.

An assignment may be submitted in the classroom or in person to the instructor. The student assumes all responsibility for assignments that are submitted by being placed on the instructor’s desk (in their absence).  An assignment may not be submitted after 5 pm.
All assignments must be submitted in both hardcopy format and in an electronic format that can be managed by Microsoft Office Software and attached to WebCT private e-mail.

Assignments shall be stapled and shall not be placed in any other binding medium. 
Assignments are due prior to the start of the class that the assignment is connected to.  

Assignments that are handed in late are subject to 10% penalty for the first day or part of a day and a further 5% penalty for each subsequent day or part of a day that an assignment is late. 

In some core courses, the course outline indicates that “all assignments must be completed”.  In such cases the student is not eligible for promotion until the submission of all assignments is satisfactorily completed (as deemed by the instructor). 
Academic Dishonesty

Please carefully read the section on Academic Dishonesty in the Conestoga College Student Guide.
When completing research, the student is expected to demonstrate that they have understood the body of knowledge by presenting it in their own words.  Merely copying information directly from another source without properly citing that source is plagiarism.  Credit must be given to the source of any information that does not originate with the student using APA format.
Penalties for Academic Dishonesty are based on the severity and frequency of the act and are not restricted to the following listed order:

· Reprimand.
· Requirement to repeat and resubmit the same or alternate assignment.  The grade for the resubmission will be reduced at the discretion of faculty.
· Grade of 0 for the assignment which may result in course failure.
· Failing grade submitted for the course (which may result in discontinuance).
· Immediate suspension from the college (minimum period – end of semester).
Expulsion from the college. 

· Tests 
Wherever possible, test performance will be reviewed with the student.  

Tests will remain in the student’s file and can be accessed by appointment with the coordinator. 

Students’ files are destroyed 1 year following the completion of their program.

When writing a test, the desk shall be clear of all materials.
Due to large class sizes vs. the size of the classroom, students may not be adequately separated spatially.  Any verbal exchange of information or looking at a paper other than that of the student will be construed to be academic dishonesty 
(see Academic Dishonesty in the Conestoga College Student Guide).
Report Writing

A report must include the following:

· Cover page

· Introduction

· Body

· Conclusion / Summary

· Bibliography / References (if references were accessed)
A cover page (in 16 font or larger) includes:

· Title of the Assignment
· Name of the course that the assignment is part of

· Student’s name

· May include graphics

· Appropriately spaced

· Should be professional in appearance

Typewritten body of the assignment shall be 1½ spaced and single sided in Aerial or Times Roman font.

All citations must be A.P.A. format.

Standards of 
Professional Conduct
Professional Conduct 

Preamble

Conestoga College, School of Health Sciences and Community Services and Biotechnology has been endorsed by the Ontario Association of Fire Chiefs and the Ontario Fire Marshal's Office to prepare entry level fire fighters.  These organizations expect the college to graduate students that not only meet knowledge and skills based standards but also meet or exceed a specific moral and ethical standard.  This standard reflects a certain expectation of professional conduct.

Most often, the public is involved with the fire service during an unplanned crisis, which creates high levels of stress and confusion.  During these crises, the community expects more from the fire service than to just have the ability to mitigate the emergency.  They also require the fire service members to operate and perform their functions with a high standard of values, morals and attitudes.  The public expects every firefighter to have the highly desired characteristics of integrity, compassion, and trustworthiness.  Members of the public are not the only ones that have these high expectations.  Fire service management, other emergency services, other city departments, and other firefighters also expect these personality characteristics.  Fire fighting is also very much a team effort.  If any member of the team fails to perform, the entire team fails.  Trust, competency and commitment are thus highly valued character traits in the fire service culture.

It is the school's responsibility to ensure that all students value these principles and display behaviour that abides by these high standards.  

Conestoga College Student Code of Conduct

The Student Code of Conduct is a college-wide standard that is described in the Conestoga College Student Guide as “any conduct on the part of a student that has, or might reasonable by seen to have, an adverse effect on the reputation or the proper functioning of the College or the health , safety, rights or property of the its members or visitors”.  It furthermore states that a breach of this code of conduct will be subject to the application of disciplinary.
Specific Examples of Student Code of Conduct Violations 

· Verbal Abuse

· Disruptive behaviour
· Fighting

· Harassment

· Threats

· Theft

· Mischief

· Use of alcohol in unauthorized area

· Smoking in a restricted area

· Assault

· Improper or unauthorized use of College equipment or property

· Conduct that violates any federal or provincial law

Sanctions

Consequences for breach of Student Code of Conduct
(see Conestoga College Student Guide)

· Written reprimand on a Student Code of Conduction Violation form 
(submitted to Program Chair and to the Registrar)

· Restitution or fines

· Disciplinary Probation

· Behavioural Contract

· Short Term Suspension

· Long Term Suspension

· Expulsion

This does not preclude actions under a Federal or Provincial Statute (e.g. The Criminal Code).
Pre-service Firefighting Professional Conduct Expectations

A student studying in the Pre-Service Fire Fighter Training and Education Program at Conestoga College is expected to:

· Commit to completing all learning outcomes with integrity.
· Do their own work (not plagiarize) within the specified time frames.
· Attend all classes, labs and placements.
· Perform effectively as a member of a team.
· Promote integrity, honesty and excellence at all times while performing the duties of a student.
· Embrace the traditions, culture and attitudes of the fire service placement hosts.
· Apply the concept of lifelong learning.
· Maintain confidentiality with regards to information obtained during community placements.
· Display professional and ethical conduct at all times.

· Display respect for peers, instructors, Conestoga College Staff, members of Community Emergency Services and members of the public at all times.
· Report other individuals in the program who are in breach of Professional Conduct expectations.
· Not falsify information given in a report to faculty.
· Seek clarification from faculty or administration when unsure of any of these standards.
Progressive Discipline
Based on the nature and severity of the action, contraventions to the Pre-service Firefighting Program Standard of Conduct will be subject to but not limited to and may not necessarily start at the verbal coaching stage:

· Verbal Coaching – a verbal identification by faculty of the behaviour that is not appropriate combined with suggested improvement strategies.
· Written Documentation of the behaviour on a “Student Record of Action Tracking Form” that will remain in the student file and will identify a course of conduct that is mutually agreed upon by faculty and the student.
· Documentation under the Student Code of Conduct..
Pre-service Firefighting Program Program Standards 

Affirmation of Understanding and Acceptance
1. I have read and understand the academic and social conduct standards that are expected.

2. I have read, understand and will adhere to the Standards of Conduct for Conestoga College as documented in the current Student Procedures Guide and Pre-Service Firefighter Student Information Handbook.
3. When unsure of how to interpret any of the Standards of Conduct – Academic, Social and Professional I will ask faculty/administration for clarification.

I 






 have read the above statements and 



(please print name)

understand the standards that are expected.

Signed: 





 Date: 






Witness: 





 Date: 





�











Revised Aug 2007    
Page   22

