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Section E: 


DFTO Competency Plan
Overview

A competency process and competency plans were developed for all DFTO positions that respond to                 a disaster.  

· Individual Position Descriptions identify the responsibilities, tasks, and knowledge, skills and abilities (KSAs) that are needed for the staff members to become Fully Qualified in their jobs.  

· This competency plan lists the duties or tasks that are expected to be performed for each position and provides a process that allows the individual to be evaluated against these tasks.  This assessment forms the basis for the assignment of proficiency levels and identifies necessary training requirements for becoming Fully Qualified in DFTO positions.

The chart on the following page summarizes how the process works.  Cadre members will evaluate themselves and the Regional Training Managers (Cadre Managers) will evaluate their staff members using the competency plan checklists.  Cadre Managers will compare the initial evaluations, consider the work and training history, and assign a Proficiency Level to each cadre member.
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Part 1:  DFTO Competency Process
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Step 1 – Assignment of Job Title and Proficiency Level
Applicants for positions in the DFTO should be selected and assigned a job title based upon the level of his or her prior experience and the ability to meet the KSAs and tasks outlined in the DFTO Competency Plan.  Each new appointee will be assigned the proficiency level of Trainee. New cadre members assess themselves with their Cadre Manager to develop a plan for development to attain Level 2 and Level 3 status.

For existing cadre members, the Cadre Manager conducts an assessment of his or her assignment and training history and documents successful completion of tasks on the Competency Plan by completing the column entitled Cadre Manager Review.  The cadre performs a self-assessment. The Cadre Manager compares the results of these and assigns a proficiency level for use in ADD.  

When all of the tasks in the competency plan that are listed under each KSA are rated FQ (Fully Qualified), the proficiency level associated with that job title will be shown in ADD as Level 3 (Fully Qualified).  If all of the tasks in the competency plan that are listed under each KSA are rated BQ (Basically Qualified), or a combination of BQ and FQ, the proficiency level associated with that job title will be shown in ADD as Level 2 (Basically Qualified).  If the tasks in the competency plan that are listed under each KSA have any T’s, the proficiency level associated with that job title will be shown in ADD as Level 1 (Trainee).

ADD Proficiency Levels for DFTO Job Titles

	Fully Qualified (FQ)

Proficiency Level 3


	Fully Qualified in all DFTO skills, needs no supervision and has completed the required training courses

	Basically Qualified (BQ)

Proficiency Level 2


	Basically Qualified- Has basic knowledge and skills for the DFTO but needs some supervision

	Trainee (T)

Proficiency Level 1


	Trainee - New or not yet qualified, needs supervision; must complete classroom training course(s)


Step 2 – Completing the Initial DFTO Competency Plan Rating

There are three DFTO Competency Assessment Forms corresponding to each of the three DFTO job titles.

· Upon implementation of this plan, existing cadre members will complete the column of the assessment form that is entitled “Self” and Cadre Managers will complete the column that is entitled “CM.”  The Cadre Manager will determine the Proficiency Level and amend ADD as needed.  The Cadre Manager will review the completed form with the cadre member and establish a professional development plan to aid the cadre member in attaining higher proficiency levels.

· The assessment form will be completed as each new cadre member is hired.  The cadre member and the Cadre Manager will work together to complete the “Self” and “CM” columns and create a professional development plan to aid the cadre member in attaining higher proficiency levels.  Tasks will show a “T” rating, meaning that the individual needs supervision when performing the task or has no prior experience to perform the task in the DFTO setting.  This is a proficiency level of Trainee (Level 1) in ADD.  

· Upon completing the assessment and recording it, the Cadre Manager will print and sign a hard copy of the plan and issue it to the cadre member along with a copy of the Competency Plan, so that they understand the assessment process and other important information about the DFTO cadre.

Step 3 – The Initial DFTO Competency Assessment

The cadre member receives the DFTO Competency Plan and the initial written DFTO Assessment Form from his or her Cadre Manager.  The Competency Plan provides information on the DFTO roles and responsibilities as well as on how the assessment process works.  The Cadre Manager should review the plan and the initial assessment with each cadre member to establish a professional development plan for cadre member training an deployment.  Any questions should be directed to the Cadre Manager.  The goal in completing the Competency Plan’s Assessment Form is to become Fully Qualified for the position by being evaluated.

Step 4 – Amending the Cadre Manager’s Initial Assessment

Assessments will normally occur while a cadre member is deployed to the field.  If an cadre member is initially rated at below the Basically or Fully Qualified level for any task, but believes that prior experience should result in a higher rating, he or she should notify his or her Cadre Manager and request a review of those tasks.  The cadre member must provide written documentation to his or her Cadre Manager supporting that he or she has the required knowledge of and the ability to perform the task.  The Cadre Manager will review the information and, if warranted, change the Assessment Form as outlined in Step 2 above and provide a revised copy to the cadre member.

Step 5 – Using the Assessment Form in the Field

The goal for all DFTO cadre members is to become Fully Qualified in all tasks associated with a given job title.  Once all tasks are rated at the Fully Qualified level, the individual’s proficiency rating can be shown in ADD as Level 3, Fully Qualified.  Therefore, once the Assessment Form is issued, the cadre member must begin working toward receiving a Fully Qualified rating in each task.  It may take an individual a number of deployments to reach the Fully Qualified level in all tasks.  

The cadre member must bring his or her most recently completed Assessment Form to each deployment.  As soon as possible after arriving, the cadre member should discuss the plan with the on-scene supervisor and determine if there will be opportunities to work on any tasks for which the cadre member has yet to be rated as Fully Qualified during the assignment. The cadre member has the responsibility at each deployment to request work assignments and supervisory assessments that will enable him or her to reach the Fully Qualified proficiency level.

The supervisor should be actively involved in assisting the cadre member in completing the Competency Plan within the operational limits of the assignment.  Whenever possible, the supervisor is to assign a Fully or Basically Qualified DFTO Instructor to oversee and provide on-the-job training to the individual. 

At the conclusion of a field assignment, the cadre member’s supervisor will evaluate his or her performance of each task listed on the Assessment Form.  Using the definitions provided on the Assessment Form itself, as well as in the Competency Plan, the supervisor will rate the cadre member’s performance using the following measures:

· T – Trainee needs supervision and/or On-the-Job Training on the task

· BQ – Basically Qualified in the task

· FQ – Fully Qualified in the task

(Complete definitions of these terms are provided in the Process Guide included in this section.)

The supervisor will complete the assessment at the conclusion of the cadre member’s deployment, print a copy and review it with the cadre member, and forward changes to the Cadre Manager. 

The supervisor then will notify the cadre member’s Cadre Manager that a new assessment has been completed for the cadre member.  If a proficiency level change appears to be appropriate for the cadre member, the supervisor will indicate this both on the signature page of the form and in the notice sent to the Cadre Manager.  

Step 6 – Changing Proficiency Levels and Completing the Competency Plan

Once the Cadre Manager decides that a cadre member’s proficiency level is ready to be changed to Fully Qualified, he or she will specify this on the Assessment Form Signature Page.  The Cadre Manager will then send the proposal to change the proficiency level to the National Cadre Manager for concurrence.  Upon receipt of the National Cadre Manager’s concurrence, a copy will be sent to the cadre member indicating that his or her proficiency level has been changed to Level 3. 

Step 7 – Maintaining the Fully Qualified Level

DFTO cadre members must be assessed every time they deploy.  This requirement applies to Fully Qualified cadre members as well as those at lower proficiency levels.

Fully Qualified cadre members who are available for deployment when and where needed are a resource that the agency must make every effort to maintain.  Once a cadre member reaches the Fully Qualified level, he or she must be periodically deployed and reassessed.  Each Fully Qualified cadre member must be redeployed and reassessed once every two years.  

The results of each reassessment should be documented in the narrative portion of the assessment form, as well as on the assessment form itself.  If performance of all tasks remains at the Fully Qualified level, the narrative should document this finding.  If the reassessment identifies areas where the cadre member’s skills have atrophied, the task should be shown as BQ.  The cadre member then needs to improve his or her skills to retain the Fully Qualified level in all tasks in future deployments.  

Step 8 – Advancement to Another Position

As stated above, cadre members who have reached the Fully Qualified level will be given the proficiency level of Fully Qualified in ADD.  Once a cadre member has reached Level 3, Cadre Managers may decide to move an individual to the next higher position, e.g., Instructor to Training Manager.  Cadre members may also request that their Cadre Manager consider them for placement in the next higher position.  When a cadre member is identified to advance to a higher position, the new job title and proficiency level will be assigned in ADD (the existing title will show Level 3 and the new title will show Level 1, Trainee.)  The assessment process will begin again, this time using the competency plan for the new position.  Once all of the tasks for the new position have been rated as Fully Qualified, the process described above for changing proficiency levels is to be followed.

Part 2:  DFTO Positions

DFTO Cadre Training

Training and performance standards for all cadre members are uniform and consistent, ensuring that from a skills standpoint, cadre members demonstrate their abilities on a three-tier competency plan for each job title.

Training Technicians receive on-the-job training for their duties.  Many are hired locally and serve in the cadre only for the duration of the disaster.  Others are PFTs who are deployed for their skills in the administration of training.

Instructors complete the DFTO Instructor Orientation Course (E-283), a formal classroom course of 4½ days.  It includes a review of adult instructional methods, as well as information on DFTO procedures in the DFO.  Instructors demonstrate their skills by giving presentations as would be conducted in the DFO. 

Training Managers are Fully Qualified Instructors who are recommended by their Cadre Manager to become Training Managers.  They complete the DFTO Training Manager Course (E-294) that includes personnel and operational management skill development.  This is a 5½ day resident course.

Job Titles

The DFTO uses four job titles:  Training Technician, Instructor/Computer Instructor and Training Manager.  

· Training Technicians provide logistical, administrative and classroom support to the DFTO. 

· Instructors teach courses in the Orientation and Professional Skills Training curricular categories, and may conduct program-specific training.  Instructors also may have specialty areas in Computer Instruction or in Design and Development. 

· Training Managers coordinate field training with support from the Regional Training Manager, the ERT section chiefs, and the National Cadre Coordinator.  Training Managers also may have a specialty in Evaluation of Training.

TRAINING TECHNICIAN

Overall Responsibilities

Training Technicians provided logistical and administrative support to the entire Disaster Field Training Operations team.  Training Technicians also provide classroom support (e.g., registering participants, operating audiovisual equipment, printing and distributing handouts) to the Instructors.


Knowledge, Skills, and Abilities

Demonstrates knowledge of DFTO processes and procedures.

Demonstrates knowledge training equipment and its use and maintenance.

Demonstrates knowledge of and skill to perform DFTO administrative support functions including:

· knowledge of FEMA’s emergency organization and structure.

· providing quality service to internal and external customers

· ability to meet deadlines and maintain quality of work under stressful conditions

Demonstrates knowledge and skill in use of computer program used by the DFTO, including Word, Power Point, Excel, Access, and the DFTO Training Database.

Tasks

Maintains course files, databases, rosters, sign-up sheets, certificates and DFTO reports.

Maintains the schedule of training sessions.

Maintains ADD records of training received by disaster cadre members, in coordination with Training Manager.

Maintains training equipment inventory and ensures equipment is functional.

Coordinates acquisition and maintains stock of training materials, supplies and equipment.

Provides classroom support to instructors as needed.

Provides branch with clerical and administrative support to include setup and file maintenance.

Provides clerical support in the development and revision of training materials, as supplied by the Training Manager.

Assists training team members with the logistical needs of the DFTO in the field including maintenance of forms, desk and office supplies, signs and other logistical tasks.

Sets up the DFTO and training rooms, according to the plan prescribed by the Training Manager.

Creates Word/PowerPoint/Excel/Access documents.

Performs other duties as assigned.

INSTRUCTOR

Overall Responsibilities

Instructors deliver and evaluate disaster field training materials and activities to enhance the operational performance of DFO/Region personnel.

Knowledge, Skills, and Abilities

Demonstrates knowledge of FEMA and of DFTO structure, policies and operations.

Demonstrates skills in conducting classroom instruction.

Demonstrates knowledge of adult learning theories when preparing for and conducting training courses.

Demonstrates ability to meet deadlines and maintain quality of work under stressful conditions for extended periods of time.

Demonstrates ability to provide coaching, leadership and training to Training Technicians.

Demonstrates knowledge of the training needs assessment process.

Demonstrates knowledge of the training evaluation process and the skills to administer evaluation.

Demonstrates professional growth and development of leadership.

Tasks

Keep self current on FEMA programs, policies, procedures and regulations as related to field training courses.

Arranges course logistics, obtains course materials, and completes post-training details.

Prepares for instruction of training by organizing subject matter expert presenters and delineating duties of each.

Works effectively with members of the DFTO team.

Conduct orientation and skills training activities.  This may include disaster-related training at the Regional Office, Emergency Management Institute, or Mt. Weather Emergency Operations Center during non-disaster times.

Customize training materials as requested by the Training Manager, Cadre Manager, and ERT section chiefs.

Assists with the development of alternate techniques for delivering and evaluating disaster field training.

Prepare and deliver a cadre member orientation program relating to disaster-specific needs and characteristics.

Works well under pressure and maintains a balanced approach in a stressful environment.

Organized and prioritizes work effectively.

Tasks continued:

Provides and maintains good customer service.

Assist the Training Manager with the conduct of the training needs assessment.

Conduct end-of-course evaluations by participants for al field courses.

Administers course pre-tests and post-tests, if required.

Analyzes evaluation data and recommends/makes changes appropriate.

Provide information on field training issues for the After-Action Report.

Serve as Training Manager when they are absent.

Performs other duties as assigned.

INSTRUCTOR SPECIALTY:  COMPUTER INSTRUCTOR 

Overall Responsibilities

Instructors with the computer specialty design, develop, deliver, and evaluate disaster field training materials to enhance the operational performance of DFO personnel relative to computer skills.

Knowledge, Skills and Abilities

The Computer Instructor Specialist must demonstrate the KSAs as an Instructor and:

· Demonstrate skills in use of all software used in the DFO.  This may include MS Windows, Outlook, Word, Excel, Access, PowerPoint, and MS Project and the FEMA ADD.

· Demonstrate the ability to coach individuals on computer hardware and software use.

· Demonstrate the ability to analyze computer user problems and develop training strategies to solve those problems.

Tasks

The Computer Instructor Specialist must perform the tasks of an Instructor and:

· Conduct training on the use of computer programs in a computer classroom environment.

· Conduct one-to-one computer training at a person’s workstation.

· Design or customize computer-based activities for training participants.
INSTRUCTOR SPECIALTY:  DESIGNER/DEVELOPER 

Overall Responsibilities

Instructors with the designer/develop specialty design, develop, deliver, and evaluate disaster field training materials to enhance the operational performance of DFO personnel and to meet special needs identified during a training needs assessment.  They may design and develop instructional materials during the operation of a DFO or at the Region, EMI, or MWEOC during non-disaster times.

Knowledge, Skills and Abilities

The Designer/Developer Specialist must demonstrate the KSAs of an Instructor and:

· Demonstrate knowledge of the Instructional System Design (ISD) process.

· Demonstrate skills in use of all software needed for course design and development.  This may include MS Windows, Word, and PowerPoint.

Tasks

The Designer/Developer Specialist must perform the tasks of an Instructor and:

· Assist with development of field training curriculum as identified by the Cadre Manager and/or Training Manager.

· Assess training needs and prepare complete job/task analyses and Plans of Instruction.

· Design and develop all materials for the conduct of training:  Student Manuals/Handouts, Job Aids, Instructor Guides, visuals, activities, evaluation tools.

· Gather information from subject matter experts and incorporate it in the training materials.

· Pilot the use of materials and evaluate results for modifications.
TRAINING MANAGER

Overall Responsibilities

The DFTO Training Manager coordinates disaster field training with support from the Regional Training Manager, the ERT section chiefs, and the National Cadre Manager.  Note:  The Regional Training Manager may serve as the DFTO Training Manager.

Knowledge, Skills, And Abilities
Demonstrates skill to establish and administer the DFTO in a disaster environment and manage and supervise a diverse workforce

Demonstrates knowledge of FEMA’s structure and policies.

Demonstrates ability to manage multiple tasks and delegate assignments to meet organizational goals and objectives

Demonstrates ability to identify resource requirements including personnel, equipment, supplies and space.

Tasks

Conducts a training needs assessment with the National Cadre Manager.

Develops the training plan for the disaster.

Supervises DFTO staff and activities during the disaster, in coordination with the Cadre Manager.

Demonstrates effective Training Management through motivation and communication.

Completes and submits weekly reports on training activities to the Cadre Manager.

Observes Instructors and Training Technicians and provides written performance appraisals and competency assessments.

Develops a transition strategy/plan and briefs replacement.

Promotes training through creative methods.

Establishes training priorities that reflect the FCO’s and Section Chief’s priorities.

Demonstrates knowledge of FEMA’s mission and functions as it relates to the delivery of training.

Ensures accuracy of curriculum through coordination with ERT staff on program policy and procedure changes.

Coordinates disaster-specific curriculum development.

Coordinates design and development of specialized training to meet disaster-specific needs.

Coordinates completion of training evaluations and review results.

Tasks continued:

Participates as an Instructor in training as needed.

Identifies and requests deployment of team members needed based on the results of the training needs assessment and the qualifications of DFTO personnel.

Establishes and coordinates disaster training facilities within the DFO, in conjunction with Logistics.

Submits training issues to the After-Action Report.

Works with the Cadre Manager to analyze After-Action issues on training and to recommend corrective actions.

Part 3:  Assessment Process

Overview

The DFTO assessment forms specify the knowledge, skills and abilities needed to independently perform the tasks assigned to Training Technicians, Instructors and Training Managers at a disaster duty station.  The cadre member uses the assessment form for his or her position to self-assess work experience and training.  Supervisors and the cadre member’s Cadre Manager then record their assessments of the cadre member’s work experience, training, and on-the-job performance for the position.  Information recorded on the assessment form provides the basis for the assignment of proficiency levels and identifies necessary training or performance required to become Fully Qualified in each position.

Assessment Roles and Responsibilities

The cadre member should read thoroughly the provisions of this part of the Competency Plan.  Any questions should be directed to the Cadre Manager.

DFTO Cadre Member 

The cadre member has primary responsibility for the accuracy and completeness of his or her plan, including ensuring that a rating is recorded for every task performed on each assignment.  As an active member in this process, each cadre member is required to:

· Understand the plan requirements, these instructions and the assessment criteria.

· Review the tasks and determine if prior experience or background can serve to support either a Basically or Fully Qualified rating in any task.  If this appears to be the case, the cadre member should provide supporting information and an updated assessment form to the Cadre Manager and request that he or she assess competency to perform the specific tasks.  The Cadre Manager will record the successful completion of any item on the Competency Plan and return a copy of the form.

· Take the Plan to each deployment or training assignment.

· Upon arrival at the duty station, discuss with the on-scene supervisor any tasks that need to be completed during each deployment in order to obtain the Fully Qualified rating.  Determine if there is an opportunity, within the operational limits of the assignment, to obtain this experience.

· Work toward completing all parts of the plan rather than just a specific KSA.

· Ensure that the on-scene supervisor provides a complete assessment for all tasks, signs the signature page, alerts the Cadre Manager to the completion of a new assessment and provides a hard copy of the assessment form to the cadre member.  

· Keep a copy of assessment records.  

· Request through the on-scene supervisor, that the Cadre Manager update your proficiency rating in ADD when all tasks are rated Basically or Fully Qualified.

Training Manager

The Training Manager plays a key role in assessing competency.  The Training Manager must:

· Upon arrival of the cadre member at the duty station, review his or her training goals and objectives and determine how the cadre member can work on those objectives during the deployment assignment (the focus of work assignments, wherever possible, should be on those tasks which are not yet at the Fully Qualified level).

· If possible, assign an DFTO Instructor who has proficiency in the tasks for which the cadre member has yet to be rated as Fully Qualified, to train and coach on the tasks to be rated and provide feedback to the cadre member and supervisor.

Cadre Manager

The Cadre Manager has primary responsibility for:

· Assessing the knowledge, skills and abilities of the cadre member and tracking progress toward the Fully Qualified level of performance.

· Responding to cadre member requests for updated assessments.

· Providing cadre members with the results of reviews of competency assessments. 

· Assigning job titles and proficiency levels based on cadre needs and cadre member KSAs.

· Deploying both Trainees and Fully Qualified cadre members in order to develop the largest possible number of Fully Qualified cadre members. 

Assessment Ratings

Fully Qualified (FQ):

Independently or with minimal supervision meets the following criteria:  

· Identify and initiate activity or task as required by the situation or operational necessity.

· Interpret and apply concepts regarding the task or function.

· Perform the tasks within required timeframes and with a level of accuracy that does not normally require revision 

· Comply with applicable rules, regulations or procedures 

· Identify and accomplishes appropriate coordination required to complete task 

· Train or assist others in completing the task or function.

Basically Qualified (BQ)

· Demonstrate or apply a basic understanding of concepts regarding the task or function.

· Follow instructions and perform tasks accurately.

· Demonstrate basic knowledge of applicable procedures and able to apply procedures in a DFO environment.

· Recognize need for coordination.

· Demonstrate the ability to coordinate with other sections in the DFO.

· Assist others, communicate effectively, and work cooperatively in completing tasks.

Trainee (T):  Exposed to the work or task but needs additional experience.
Section 4:  Assessment Forms 
The following pages contain individual competency plans for each DFTO position.  The following documents are available as templates electronically in Word 97 (as indicated by the file name).

	Document
	Description
	File Name
	Page

	Individual Competency Plan Cover Sheet
	A cover sheet that identifies the cadre member and provides contact information.
	Comp cover.doc
	E-22

	Competency Plan For DFTO Training Technician


	An evaluation form that tracks individual completion of KSAs and tasks for the position.
	Tech plan.doc
	E-23

	Competency Plan For DFTO Instructor


	An evaluation form that tracks individual completion of KSAs and tasks for the position.
	Instruct plan.doc
	E-26

	Competency Plan For DFTO Training Manager
	An evaluation form that tracks individual completion of KSAs and tasks for the position.
	Leader plan.doc
	E-32

	Completed Competency Plan Verification Form
	A form that records certification of competency form completion.
	Verify plan.doc
	E-36
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FEDERAL EMERGENCY MANAGEMENT AGENCY

DISASTER FIELD TRAINING OPERATIONS (DFTO)
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Competency Plan for: 







Printed Name of Cadre member
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Region: 
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Cadre Manager’s Name:







Cadre Managers Phone:
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Cadre Member Certification:  I have reviewed the attached Competency Plan and understand the responsibilities and requirements associated with the implementation of the plan:
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Cadre Member Signature: 
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Date Signed:

COMPETENCY PLAN FOR DFTO TRAINING TECHNICIAN

	KSA and Task
	Self
	CM
	DR#
	DR#
	DR#
	DR#
	DR#

	KSA 1:  Demonstrates knowledge of DFTO processes and procedures.
	
	
	
	
	
	
	

	Task 1:  Maintains files, databases, course rosters, sign-up sheets, certificates and DFTO reports.
	
	
	
	
	
	
	

	Task 2:  Maintains the schedule of training sessions.
	
	
	
	
	
	
	

	Task 3:  Maintains ADD records of training received by disaster cadre members, in coordination with Training Manager.
	
	
	
	
	
	
	

	KSA 2:  Demonstrates knowledge of training equipment and its use and maintenance.
	
	
	
	
	
	
	

	Task 1:  Maintains training equipment inventory.
	
	
	
	
	
	
	

	Task 2:  Ensures equipment is functional.
	
	
	
	
	
	
	

	Task 3:  Coordinates acquisition and maintains stock of training materials, supplies and equipment.
	
	
	
	
	
	
	

	Task 4:  Provides classroom support to instructors as needed.
	
	
	
	
	
	
	

	
Sub-Task 1: Notifies students of changes in classes
	
	
	
	
	
	
	

	
Sub-Task 2: Provides registration materials and training supplies.
	
	
	
	
	
	
	

	Sub-Task 3: Assures classroom conditions are safe and conducive to learning.
	
	
	
	
	
	
	

	KSA 3:  Demonstrates knowledge of and skill to perform DFTO administrative support functions including: (a) knowledge of FEMA’s emergency organization and structure (b) providing quality service to internal and external customers (c) ability to meet deadlines and maintain quality of work under stressful conditions. 
	
	
	
	
	
	
	

	Task 1:  Provides branch with clerical and administrative support to include setup and file maintenance.
	
	
	
	
	
	
	

	Task 2:  Provides clerical support in the development and revision of training materials, as supplied by the Training Manager.
	
	
	
	
	
	
	

	Task 3:  Assists training team members with the logistical needs of the DFTO in the field including maintenance of forms, desk and office supplies, signs and other logistical tasks.
	
	
	
	
	
	
	


COMPETENCY PLAN FOR DFTO TRAINING TECHNICIAN (Continued)

	KSA and Task
	Self
	CM
	DR#
	DR#
	DR#
	DR#
	DR#

	Task 4:  Sets up the DFTO and training rooms, according to the plan prescribed by the Training Manager..
	
	
	
	
	
	
	

	Task 5:  Performs other duties as assigned.
	
	
	
	
	
	
	

	KSA 4:  Demonstrates knowledge and skill In use of computer programs used by the DFTO, including Word, PowerPoint, Excel, Access, and the DFTO Training Database.
	
	
	
	
	
	
	

	Task 1:  Creates Word/PowerPoint/Excel/Access documents.
	
	
	
	
	
	
	


COMPETENCY PLAN FOR DFTO TRAINING TECHNICIAN (Continued)

TRAINING TECHNICIAN NARRATIVE

Major strengths:

Areas needing improvement:

Plan for development of competency requirements:

Signed:





 (cadre member)

Signed:





 (Training Manager)

DR# 


Date 



COMPETENCY PLAN FOR DFTO INSTRUCTOR

	KSA and Task
	Self
	CM
	DR#
	DR#
	DR#
	DR#
	DR#

	KSA 1:  Demonstrates knowledge of FEMA and of DFTO structure, policies and operations.
	
	
	
	
	
	
	

	Task 1:  Keeps self current on FEMA programs, policies, procedures and regulations as related to field training courses.
	
	
	
	
	
	
	

	Task 2:  Arranges course logistics, obtains course materials, and completes post-training details.
	
	
	
	
	
	
	

	Task 3:  Prepares for instruction of training by organizing instructional team and delineating duties of each member.
	
	
	
	
	
	
	

	Task 4:  Works effectively with members of the DFTO team.
	
	
	
	
	
	
	

	Task 5:  Performs other duties as assigned
	
	
	
	
	
	
	

	KSA 2:  Demonstrates skills in conducting classroom instruction.
	
	
	
	
	
	
	

	Task 1:  Conducts orientation and skills training activities. (Note courses taught in narrative.)
	
	
	
	
	
	
	

	Sub-Task 1:  Uses effective questioning and feedback techniques
	
	
	
	
	
	
	

	Sub-Task 2:  Asks questions designed to enhance self-growth and improvement as an Instructor.
	
	
	
	
	
	
	

	Sub-Task 3:  Provides observations/feedback that demonstrated an understanding of adult learning and the ability to recognize, explore, and use new ideas.
	
	
	
	
	
	
	

	KSA 3:  Demonstrates knowledge of adult learning theories when conducting training courses.
	
	
	
	
	
	
	

	Task 1:  Customizes training materials as requested by the Training Manager, Cadre Manager and ERT section chiefs.
	
	
	
	
	
	
	

	Task 2:  Assists with the development of alternate techniques for delivering and evaluating disaster field training.
	
	
	
	
	
	
	

	Task 3: Prepares and delivers a cadre member orientation program relating to disaster-specific needs and characteristics.
	
	
	
	
	
	
	


COMPETENCY PLAN FOR DFTO INSTRUCTOR (Continued)
	KSA and Task
	Self
	CM
	DR#
	DR#
	DR#
	DR#
	DR#

	KSA 4: Demonstrates ability to meet deadlines and maintain quality of work under stressful conditions for extended period of time.
	
	
	
	
	
	
	

	Task 1:  Works well under pressure and maintains a balanced approach in a stressful environment
	
	
	
	
	
	
	

	Task 2:  Organizes and prioritizes work effectively.
	
	
	
	
	
	
	

	Task 3:  Provides and maintains good customer service 
	
	
	
	
	
	
	

	KSA 5:  Demonstrates ability to provide coaching, leadership and training to Training Technicians.
	
	
	
	
	
	
	

	KSA 6:  Demonstrates knowledge of the training needs assessment process.
	
	
	
	
	
	
	

	Task 1:  Assists the Training Manager with the conduct of the Training Needs Assessment.
	
	
	
	
	
	
	

	Sub-Task 1:  Assists with compiling training needs assessment information.
	
	
	
	
	
	
	

	Sub-Task 2: Identifies problems or issues affecting performance.
	
	
	
	
	
	
	

	Sub-Task 3: Identifies characteristics of target audiences accurately.
	
	
	
	
	
	
	

	Sub-Task 4: Determines content needs and special requirements.
	
	
	
	
	
	
	

	Sub-Task 5: Validates conclusions by obtaining input from multiple sources.
	
	
	
	
	
	
	

	KSA 7:  Demonstrates knowledge of the training evaluation process and the skills to administer evaluation.
	
	
	
	
	
	
	

	Task 1:  Conduct end-of-course instructor evaluations by participants for all field courses.
	
	
	
	
	
	
	

	Task 2:  Administers content measurement in the appropriate format for each course.
	
	
	
	
	
	
	

	Task 3:  Analyzes evaluation data and recommends/makes changes as appropriate.
	
	
	
	
	
	
	

	Sub-Task 1: Compares results from different source to determine convergence or divergence of data.
	
	
	
	
	
	
	

	Sub-Task 2: Analyzes course evaluation results in the course revision recommendations.
	
	
	
	
	
	
	


COMPETENCY PLAN FOR DFTO INSTRUCTOR (Continued)
	KSA and Task
	Self
	CM
	DR#
	DR#
	DR#
	DR#
	DR#

	Sub-Task 3: Reflects evaluation results in the course revision recommendations.
	
	
	
	
	
	
	

	Task 4: Provides input for the DFTO After-Action Report.
	
	
	
	
	
	
	

	KSA 8:  Demonstrates professional growth and development of leadership.
	
	
	
	
	
	
	

	Task 1:  Serves as Training Manager when he or she is absent.
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	KSA and Task
	Self
	CM
	DR#
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	DR#
	DR#
	DR#

	FOR COMPUTER SPECIALIST:
	
	
	
	
	
	
	

	KSA 1:  Demonstrates skills in use of all software used in the DFO.  May include MS Windows, Outlook, Word, Excel, Access, PowerPoint, MS Project and FEMA ADD.
	
	
	
	
	
	
	

	Task 1:  Conducts training on the use of computer programs in a computer laboratory environment.
	
	
	
	
	
	
	

	KSA 2:  Demonstrates the ability to coach individuals on computer hardware and software use.
	
	
	
	
	
	
	

	Task 1:  Conducts one-to-one computer training at a person’s workstation.
	
	
	
	
	
	
	

	KSA 3:  Demonstrates the ability to analyze computer user problems and develop training strategies to solve those problems.
	
	
	
	
	
	
	

	Task 1:  Designs or customizes computer-based activities for training participants.
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	KSA and Task
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	CM
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	DR#
	DR#
	DR#
	DR#

	FOR DESIGNER/DEVELOPER SPECIALIST
	
	
	
	
	
	
	

	KSA 1:  Demonstrates knowledge of the Instructional System Design (ISD) process.
	
	
	
	
	
	
	

	Task 1:  Assist with development of field training curriculum as identified by the Cadre Manager and/or Training Manager.
	
	
	
	
	
	
	

	Task 2:  Assess training needs and prepare job/task analyses and Plans of Instruction.
	
	
	
	
	
	
	

	Task 3:  Gather information from subject matter experts through interviews or focus groups and incorporate it in the training materials.
	
	
	
	
	
	
	

	Task 4:  Pilot the instructional materials and evaluate results for modifications.
	
	
	
	
	
	
	

	KSA 2:  Demonstrates skills in use of all software needed for course design and development.
	
	
	
	
	
	
	

	Task 1:  Design and develop all materials for the conduct of training: Student Manuals/Handouts, Job Aids, Instructor Guides, visuals, activities, evaluation tools.
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Signed:





 (Training Manager)

DR# 


Date 



COMPETENCY PLAN FOR DFTO TRAINING MANAGER

	KSA and Task
	Self
	CM
	DR#
	DR#
	DR#
	DR#
	DR#

	KSA 1:  Demonstrates skill to establish and administer the DFTO in a disaster environment and manage and supervise a diverse workforce.
	
	
	
	
	
	
	

	Task 1:  Conducts training needs assessment with the Cadre Manager.
	
	
	
	
	
	
	

	Sub-Task 1: Reviews agency documents such as Disaster Fact Sheet, Situation Reports, and memos.
	
	
	
	
	
	
	

	Sub-Task 2: Conducts interviews.
	
	
	
	
	
	
	

	Sub-Task 3: Obtains audience information from ADD.
	
	
	
	
	
	
	

	Task 2: Develops the training plan for the disaster.
	
	
	
	
	
	
	

	Task 3: Supervises DFTO staff and activities during the disaster, in coordination with the Cadre Manager.
	
	
	
	
	
	
	

	Task 4: Demonstrates effective team leadership through motivation and communication.
	
	
	
	
	
	
	

	Task 5: Completes and submits weekly reports on field training activities to the Cadre Manager.
	
	
	
	
	
	
	

	Task 6: Observes Instructors and Training Technicians and provides written performance appraisals and credential assessments.
	
	
	
	
	
	
	

	Task 7:  Develops a transition strategy/plan and briefs replacement.
	
	
	
	
	
	
	

	Task 8:  Promotes training through creative methods.
	
	
	
	
	
	
	

	KSA 2: Demonstrates knowledge of FEMA’s structure and policies.
	
	
	
	
	
	
	

	Task 1: Establishes training priorities that reflected the FCO’s and Section Chiefs’ priorities.
	
	
	
	
	
	
	

	Task 2: Demonstrates knowledge of FEMA’s mission and functions as it relates to the delivery training.
	
	
	
	
	
	
	

	Task 3: Ensures accuracy of curriculum through coordination with ERT staff on program policy and procedure changes.
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	KSA 3:  Demonstrates ability to manage multiple tasks and delegate assignments to meet organizational goals and objectives.
	
	
	
	
	
	
	

	Task 1: Coordinates disaster-specific curriculum development.
	
	
	
	
	
	
	

	Task 2: Coordinates design and development of specialized training to meet disaster-specific needs.
	
	
	
	
	
	
	

	Task 3: Coordinates completion of training evaluations and reviews results.
	
	
	
	
	
	
	

	Task 4: Participates as an Instructor in training as needed.
	
	
	
	
	
	
	


	KSA 4: Demonstrates ability to identify resource requirements including personnel, equipment, supplies, and space.
	
	
	
	
	
	
	

	Task 1: Identifies and requests deployment of team members needed based on the results of the training needs assessment and the qualifications of DFTO personnel.
	
	
	
	
	
	
	

	Task 2: Establishes and coordinates disaster training facilities within the DFO, in conjunction with Logistics.
	
	
	
	
	
	
	

	Task 3: Submits -training issues to the After-Action Report.
	
	
	
	
	
	
	

	Task 4: Works with the Cadre Manager to analyze After-Action issues on training and to recommend corrective actions.
	
	
	
	
	
	
	


COMPETENCY PLAN FOR DFTO TRAINING MANAGER—EVALUATOR SPECIALTY

	KSA and Task
	Self
	CM
	DR#
	DR#
	DR#
	DR#
	DR#

	FOR EVALUATOR SPECIALTY
	
	
	
	
	
	
	

	KSA 1: Demonstrates knowledge of and the skills to design evaluation tools for all four Kirkpatrick evaluation levels.
	
	
	
	
	
	
	

	Task 1: Uses the training needs assessment and the training plan for the disaster to determine the scope of the evaluation.
	
	
	
	
	
	
	

	Task 2: Conducts evaluations with ERT staff to ensure that training has transferred to the job.
	
	
	
	
	
	
	

	Task 3: Reviews disaster-specific training and evaluates its affect on the DFO operations.
	
	
	
	
	
	
	

	KSA 2: Demonstrates ability to analyze evaluation data.
	
	
	
	
	
	
	

	Task 1: Reviews results of training evaluations as part of overall evaluation process.
	
	
	
	
	
	
	

	Task 2: Completes and submits reports on training evaluation to the Cadre Manager.
	
	
	
	
	
	
	

	Task 3: Submits -training evaluation issues to the After-Action Report in conjunction with the Training Manager.
	
	
	
	
	
	
	

	KSA 3: Demonstrates ability to apply ISD process to results of evaluation for enhancement of DFTO courses.
	
	
	
	
	
	
	

	Task 1: Works with the Cadre Manager to analyze After-Action issues on training and to recommend corrective actions.
	
	
	
	
	
	
	


COMPETENCY PLAN FOR DFTO TRAINING MANAGER (Continued)

TRAINING MANAGER NARRATIVE
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Areas needing improvement:

Plan for development of competency requirements:

Signed:





 (cadre member)

Signed:





 (Cadre Manager)

DR# 


Date 



Completed Competency Plan Verification Form
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For the position of:
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Verification for:  




Name of Cadre member

Date Prepared:





Job #_______________
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Supervisor Verification:

I verify that I have reviewed all of the tasks under the Competency Plan issued to the above individual. I have indicated my evaluation of this cadre member’s performance for each task I observed. 

Comments:
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I recommend change of proficiency level to _______________________________.
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Existing Cadre members





New Cadre members





Cadre Manager records proficiency level revision in ADD and sends to National Cadre Manager  





Cadre Manager reviews documentation and revises proficiency level as needed.





Upon receiving all BQ or FQ in a competency plan assessment, cadre member requests proficiency level review by Cadre Manager through the on-scene supervisor.





Supervisor updates Competency Plan, alerts Cadre Manager of new assessment (passes on cadre member request for proficiency level review if all tasks are now BQ or FQ) and provides a hard copy to the cadre member.





For each deployment, cadre member reviews training requirements with supervisor and receives assessment of Competency Plan tasks at end of each assignment.





The Cadre Manager reviews the cadre member’s assignment and training history, the self-evaluation and completes Cadre Manager assessment to assign the proficiency level.





Cadre Manager reviews Competency Plan with cadre member to establish a professional development plan for the cadre member.  The plan may include training, deployment and OJT needed to attain Basically Qualified and Fully Qualified Status.





Application received and reviewed.  Cadre Manager assigns job title and proficiency level based on prior experience. (Typically Trainee)





























Cadre Manager issues the Competency Plan to the cadre member.  Cadre member performs a self-evaluation, may request consideration for prior experience.








Check if Fully Qualified


Recertification
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Supervisor’s Signature						Cadre member’s Signature





Date Signed						               Date Signed





Supervisor’s Printed Name





Supervisor’s Title





Supervisor’s Phone
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