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 1. OBTAINING AND PROMOTING COOPERATION


     WITHIN A GROUP OF SUBORDINATES.


      A. THEORY X, Y, Z


                (READ IFSTA COMPANY OFFICER, PGS. 90- 95)


             (READ COMPANY OFFICER INSTRUCTOR GUIDE-


               PGS 180- 181)


              


              1. THEORY “X” LEADER BELIEVES:


                  A. _________________________________________


                  B. WORKER IS LAZY, DISLIKES WORK, WILL


                       AVOID IT BY ANY MEANS.


                  C. WORKERS MUST BE CORECED OR DIRECTED


                       BY THREATS AND PUNISHMENT.


                  D._________________________________________.


                  E. GENERAL LACK OF AMBITION.





               2. THEORY “Y” LEADER BELIEVES:


                   A. PEOPLE ARE MOST IMPORTANT.


                   B. AVERAGE WORKER DOES NOT DISLIKE WORK.


                   C. WORKERS FEEL WORK AS NATURAL AS PLAY


                        OR REST.


                   D. WORKERS PERFORM WITH SELF DIRECTION AND 


                        SELF CONTROL WITH NO COERCION.


                   E. WORKERS SUBSCRIBE TO ORGANIZATIONAL


                        OBJECTIVES IF THEY ASSOCIATE THOSE OBJECTIVES


                        WITH DIRECT REWARD.


                   F. WORKER LEARNS TO ACCEPT AND SEEK 


                        RESPONSIBILITY.


                   G. __________________________________________





               3. THEORY “Z” LEADER BELIEVES:


                   A. ___________________________________________


                   B. THE GROUP AS A WORKING FAMILY MOST


                        IMPORTANT.


                   C. ___________________________________________


                        ___________________________________________.


                   D. RECEIVE A HIGH LEVEL OF COMMITTMENT AND


                        PRODUCTION FROM THEIR WORK.


                   E. PERTAINS TO THE FIRE SERVICE- RELIANCE ON


                       TRUST AND UNITY.
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         B. LEADERSHIP STYLES


            (READ COMPANY OFFICER PGS. 95- 98)


            (READ COMPANY OFFICER INSTRUCTOR GUIDE- 


             PGS. 181- 184)





           1. BUREAUCRATIC LEADERSHIP


               A. LOW CONCERN FOR PRODUCTION.


               B. LOW CONCERN FOR PEOPLE.


               C. GENERATES JUST ENOUGH PRODUCTION TO


                    MAINTAIN STATUS QUO.


               D. HIGHLY MOTIVATED INDIVIDUALS DO NOT STAY


                    LONG.





            2. SINGLE-ISSUE LEADERSHIP


                A. TWO FORMS:


                     1.��������������������������� ����������������������������������������������������__________________________________________________�                         __________________________________________________�                         __________________________________________________


                     2. HIGH CONCERN FOR PEOPLE AND LOW CONCERN


                         FOR PRODUCTION. ASSOCIATED WITH THEORY “Y”.





            3. MIDDLE-OF-THE-ROAD LEADERSHIP


                A. MODERATE CONCERN FOR PRODUCTION AND A


                     MODERATE CONCERN FOR PEOPLE.


                B. A WAY FOR THE SUPERVISOR TO “GET BY”.





            4. DUAL-ISSUE LEADERSHIP


                A. HIGH DEGREE OF CONCERN FOR PEOPLE AND A


                     HIGH CONCERN FOR PRODUCTION.


                B. _________________________________________________�                     _________________________________________________





      C. TYPES OF POWER- PERSON’S ABILITY TO INFLUENCE


             OTHERS AND THE EMPLOYEE’S PERCEPTION OF THE


             LEADER.


            (READ COMPANY OFFICER PGS. 103- 105)


            (READ COMPANY OFFICER INSTRUCTOR’S GUIDE-


              PG. 185)





             1. REWARD POWER


                 A. ONE PERSONS PERCEPTION OF ANOTHERS ABILITY


                      TO GRANT REWARDS.


                 B. LEADER PROMOTING SOMEONE, GIVING A RAISE,


                      STOPPING BY EMPLOYEES DESK TO SAY “GOOD


                      MORNING”.


                 C. RESULTS- DEPENDS ON HOW THE EMPLOYEE SEES


                      THE LEADERS ABILITY TO PROVIDE AN APPARANT


                      REWARD.





              2. COERCIVE POWER


                  A. ___________________________________________________�                       ___________________________________________________�                       ___________________________________________________
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              3. IDENTIFICATION POWER


                  A. EMPLOYEES IMPRESSION OF SIMILARITIES


                       BETWEEN THEMSELVES AND LEADER OR THE 


                       DESIRE TO BE LIKE THE LEADER.





              4.___________________


                  A. EMPLOYEES CONCEPT THAT A LEADER’S


                       EXPERTISE, INTELLIGENCE, KNOWLEDGE


                       OR APPROACH CAN HELP THE EMPLOYEE


                       ADAPT TO A COMPLEX WORLD.





              5. LEGITIMATE POWER


                  A. EMPLOYEES UNDERSTANDING THAT AUTHORITY


                       IS GIVEN TO THE LEADER BY A LEGITIMATE


                       AGENT SUCH AS THE FIRE DEPARTMENT OF CITY.


                  B. STEMS FROM THREE SOURCES:


                       1. _______________________________


                       2. ACCEPTANCE OF SOCIAL STRUCTURE


                       3. _______________________________


                       4. EXAMPLE: OFFICER ASSIGNS WORK TO 


                           FIREFIGHTERS- THEY DO THE WORK- THEY


                           ACCEPT THE MANAGEMENT STRUCTURE


                           WHICH MAKES IT LEGITIMATE FOR THE


                           OFFICER TO ASSIGN WORK.





      D.___________________________________


           (READ COMPANY OFFICER PGS. 98- 103)


           (READ COMPANY OFFICER INSTRUCTOR GUIDE-


             PGS. 186- 187)





           1. AN EFFECTIVE LEADER IS ONE WHO CAN:





               A. MAKE OTHER PEOPLE FEEL STRONG.


                    1. HELPS PEOPLE GAIN ABILITY TO INFLUENCE


                        THEIR FUTURE AND THEIR ENVIROMENT.


                    2. ENJOY WORK, FEEL PERSONALLY INVOLVED


                        AND ARE MOTIVATED TOWARD HIGH


                        PRODUCTION.


                    3. EXPERT AND IDENTIFICATION POWER ARE


                        OFTEN USED.





                B. BUILDS OTHERS TRUST IN THE LEADER.


                     1. MAKES SUBOORDINATES FEEL THEY ARE


                         PART OF THE ORGANIZATION AND INVOLVED.


                     2. BECAUSE FIREFIGHTERS TRUST ONE ANOTHER,


                         THEY DO NOT HAVE TO WASTE TIME WORRYING


                         ABOUT WHAT OTHERS ARE GOING TO DO TO 


                         THEM.


                     3. IDENTIFICATION POWER.
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                 C. COOPERATING TO ACHIEVE COMMON GOALS.


                      1. INFLUENCING PERSONNEL TO COOPERATE


                          RATHER THAN COMPETE.


                      2. IN COMPETITION, SOMEONE LOSES.


                      3. WITH COOPERATION, NOT ONLY WILL THE


                          DEPARTMENTS OBJECTIVES BE MET BUT ALSO


                          THEIR OWN PERSONAL GOALS.





                 D. CONFRONTING CONFLICTS INSTAED OF RUNNING AWAY


                      1. HANDLE CONFLICTS BY CONFRONTING THEM


                          WITH SUBOORDINATES.


                      2. _________________________________________________


                          _________________________________________________





                 E. PROMOTES GOAL ORIENTED THINKING AND


                     BEHAVIOR.


                     1. DEVELOPMENT AND IMPLEMENTATION OF


                         SPECIFIC GOALS AND OBJECTIVES.


                     2. KEY TO GOAL ORIENTED THINKING IS PROPER


                         COMMUNICATIONS.


                     3. ALL PERSONS WORKING FROM THE SAME


                         “ROAD MAP”.


                     4. TEAM BUIDLING TECHNIQUES AND IDENTIFICATION 


                         AND LEGITIMATE POWER TO ORIENT GROUP


                         THINKING AND BEHAVIOR TOWARD DEPARTMENT


                         GOALS.


    


2. VERBAL ORDERS OR COMMANDS USED BY A


    FIRE OFFICER.





      A. COMMUNICATIONS AS A PROCESS- FIVE ESSENTIAL


            ELEMENTS.


            (READ IFSTA COMPANY OFFICER PGS. 41- 44)


             (READ COMPANY OFFICER INSTRUCTOR GUIDE-


               PG. 114)





            1. ____________________________________________________.


             2. MESSAGE- MUST CONVEY INTENDED MEANING AND BE 


                 IN A FORM UNDERSTOOD.


             3. MEDIUM- CHANNEL BY WHICH THE MESSAGE IS


                 DELIVERED BETWEEN TWO PARTIES.


             4. ___________________________________


             5. FEEDBACK- FROM RECEIVER TO SENDER THAT


                 INFORMATION WAS RECEIVED AND UNDERSTOOD.
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      B.  DURING AN EMERGENCY OPERATION.


            (READ IFSTA COMPANY OFFICER PGS. 49- 51)


            (READ COMPANY OFFICER INSTRUCTOR GUIDE-


             PGS. 122- 123)





           1. FACE TO FACE COMMUNICATIONS.


               A. VERBAL, FACE TO FACE MOST EFFECTIVE MEANS


                    OF COMMUNICATION.


               B. SENDER AND RECEIVER CAN SEE EACH OTHER


                   AND PROVIDE IMMEDIATE FEEDBACK.


               C. MESSAGE SHOULD BE SHORT AND SIMPLE.


               D. __________________________________________________


                    __________________________________________________


               E. FACE TO FACE BARRIERS.


                   1. OFFICER/FIREFIGHTER RELATIONSHIP- NEW


                       FIREFIGHTER LEARNING METHODS BY WHICH


                       THE CREW OPERATES.


                   2. SELECTIVE HEARING.


                       A. TOO MUCH TO HEAR OR UNDERSTAND.


                       B. LISTENS TO ONLY PARTS THAT HE /SHE


                            AGREES WITH.


                   3. ___________________________________________


                   4. EMOTIONAL CONTEXT.


                       A. AVOID ANGRY TONE WHEN GIVING COMMUNICATIONS.


                   5. PHYSICAL BARRIERS.


                       A. HIGH NOISE LEVELS.


                       B. _________________________


                    2. RADIO COMMUNICATIONS.


               (READ IFSTA COMPANY OFFICER PGS. 228-234)


               (READ COMPANY OFFICER INSTRUCTOR’S GUIDE-


                PGS. 440- 443)





               A. COMPANY OFFICERS SHOULD BE AWARE OF:


                    1. BASIC RADIO OPERATION AND MAINTENANCE.


                    2. RADIO FREQUENCY ASSIGNMENTS AND USAGE.


                    3. DEPARTMENTAL RADIO PROCEDURES.


                    4. RADIO ETIQUETTE.


               B. TRANSMIT ONLY ESSENTIAL INFORMATION.


                    1. EXCESSIVE DETAIL WHEN GIVING AN ORDER


                        CAN INSULT A SEASONED FIREFIGHTER.


               C. FIVE C’S OF COMMUNICATION.


                    1. ___________________


                    2. CLARITY


                    3. ___________________


                    4. CONTROL- UNITS IDENTIFY THEMSELVES EVERY


                         TRANSMISSION. RECEIVER ACKNOWLEDGES MESSAGE


                         BY REPEATING.


                    5. CAPABILITY- CAPABLE MESSAGE SENDERS AND


                        RECEIVERS.                    
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     C. WHILE WORKING IN STATION.                   


           (READ IFSTA COMPANY OFFICER PGS. 46- 49)


           (READ COMPANY OFFICER INSTRUCTOR’S GUIDE-


             PG. 122)


       


           1. ORDERS.


               A. DIRECTIVES BASED ON THE AUTHORITY TO


                    THE OFFICER TO DIRECT THE ADMINISTRATION


                    OF A POLICY, PROCEDURE OR METHOD.


           2. DIRECTIVES.


               A. NOT BASED ON ADMINISTRATIVE POLICY,


                    PROCEDURE OR METHOD.


               B. ______________________________________


               C. DIRECTIVES ARE NOT ORDERS.


           3. REQUESTS.


               A. ______________________________________


               B. APPROPRIATE AT FIRE STATION, NOT AT


                    EMERGENCIES.


               C. EXAMPLE: WILLIAMS, WOULD YOU PLEASE HELP


                    MIKE WASH THE TRUCK.





      D. DURING A TRAINING SESSION.  


           1. SAFETY


           2. __________





3. SYMPTONS OF MEMBER RELATED PROBLEMS.


     (READ IFSTA COMPANY OFFICER PGS 240- 251)


     (READ COMPANY OFFICER INSTRUCTOR’S GUIDE-


      PGS. 467- 473)


    (READ IFSTA OCCUPATIONAL SAFETY PGS. 61- 67)





    A. STRESS      


          1. AN ADJUSTMENT TO CHANGE OR CAUSING 


              BODILY OR MENTAL TENSION.





     B. PHYSIOLOGICAL RESPONSE OF A STRESSOR IN


          THREE STAGES.


          1. ALARM REACTION


              A. INITIAL REACTION


              B. _____________________


          2. FIGHT/FLIGHT RESPONSE


              A. RESISTANCE STAGE


              B. BODY PREPARES TO DEFEND ITSELF OR REMOVE


                   ITSELF FROM THE PRESENCE OF THE STRESSOR.


              C. ENERGY IS BEING DEPLETED.


          3. ________________________


              A. SMALL OR LARGE PERMANENT DAMAGE.


              B. CHRONIC STRESS HAS THE ABILITY TO PASS


                   THROUGH ALL THREE STAGES. IF STRESSOR


                   IS NOT REMOVED, DEATH WILL OCCUR.
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     C. TYPES OF STRESS


          A. ACUTE- SHORT TERM


          B. CHRONIC- LONG TERM


               1. ULCERS, NERVOUS DISORDERS


          C. EUSTRESS- GOOD STRESS


               1. _______________________________


          D. DYSTRESS- BAD STRESS


               1. STRESS IS CONTROLLING YOU.





     D. STRESSORS


          1. PHYSICAL


              A. EXERTION


          2. ENVIROMENTAL


              A. _________________________________


          3. PSYCHLOGICAL


              A. SOUND OF THE ALARM


              B. ABRUPT INTERRUPTION OF MEALS OR SLEEP.


              C. THE UNKNOWN OF RESPONDING TO AN ALARM.


              D. POOR WORK RELATIONSHIPS


              E. LACK OF PROMOTIONS


              F. ________________________


              G. DEATH OR ILLNESS OF FAMILY MEMBER.





     E. INDICATIONS OF STRESS


         1. GENERAL IRRITABILITY


         2. EMOTIONAL INSTABILITY


         3. INABILITY TO CONCENTRATE


         4. FATIGUE


         5. INSOMNIA AND RESTLESS SLEEP


         6. LOSS OF APPETITE


         7. ALCOHOL AND DRUG ABUSE





     F. AFFECTS OF STRESS


         1. ACUTE- DOES NOT CAUSE PERMANENT DAMAGE.


         2. CHRONIC


             A. HEALTH CONCERN


             B. HEART DISEASE, ULCERS, CANCER, INSOMNIA, DEATH





     G. METHODS OF STRESS REDUCTION


          1. GETTING ADEQUATE REST


          2. REGULAR EXERCISE


          3.____________________


          4. VACATION


          5. TAKING QUIET TIMES


          6. LAUGHTER


          7. ___________________________________





     H. SUBSTANCE ABUSE


          1. DRUGS OR ALCOHOL


          2. IDENTIFY


          3. TREATMENT- MEMBER ASSISTANCE PROGRAM


          4. LESS EXPENSIVE TO HELP A SUBSTANCE ABUSER


              THAN TO FIRE THE INDIVIDUAL.
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     H. CRITICAL INCIDENT STRESS


          A. OCCURS AS A RESULT OF PARTICULARLY


               TRAUMATIC OR DISTURBING INCIDENT.


          B. NEEDS SPECIAL ATTENTION.


          C. SYMPTONS OF CRITICAL INCIDENT STRESS


               1. AT THE SCENE


                   A. DENIAL OF THE SITUATION


                   B. ___________


                   C. DOUBTS


                   D. ANXIETY


                   E. FRUSTRATION


                   F. ____________________


              2. AFTER THE INCIDENT


                  A. FEELINGS OF GUILT


                  B. RESTLESSNESS


                  C. IRRITABILITY


                  D. DRUG OR ALCOHOL ABUSE


                  E. SLEEP DISTURBANCES


                  F. FLASHBACKS OF THE INCIDENT


                  H. _________________________________


          D. REDUCING CRITICAL INCIDENT STRESS


               1. EFFECTIVE POSTTRAUMA PROGRAM


                   A. TRAINING- FIRST STEP


                   B. PEER SUPPORT


                   C. DEBRIEFING


                   D. COUNSELING





4. RIGHTS OF MANAGEMENT AND LABOR


    (READ IFSTA CHIEF OFFICER ALL OF CHAPTER #4)





     A. UNIONS


         1. IN 1962, PRESIDENT KENNEDY SET UP RULES


              UNDER WHICH EMPLOYEES COULD BARGAIN


              COLLECTIVELY.


          2. UNIONIZATION IS A FACT OF LIFE THAT MUST


              BE DEALT WITH.


          3. __________________________________


              A. AIR GRIEVANCES


              B. BARGAIN FOR HIGHER WAGES


              C. SAFEGUARD JOBS


              D. NOT ENOUGH COMMUNICATONS BETWEEN


                   EMPLOYEES AND THEIR SUPERVISORS


         4. _____________________________


             A. MOST FIREFIGHTERS BELONG TO LOCALS


                 AFFILIATED WITH THE IAFF.


             B. IAFF OFFICERS HELP:


                 1. ORGANIZE LOCALS


                 2. RESOLVE LOCAL LABOR DISPUTES


                 3. WORK TO IMPROVE LOCAL CONDITIONS,


                      FIREFIGHTING EQUIPMENT


                 4. ALLOWS LOCALS TO RUN INDEPENDENTLY


                     WITHOUT STRONG CONTROL FROM THE TOP


                 5. ALLOWS SUPERVISORS TO JOIN UNION
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      B. CONTRACT NEGOTIATIONS


           1. MANTAIN OPEN COMMUNICATIONS AND UNDERSTAND


               WHAT EACH SIDE IS SAYING.


           2. MANAGEMENT AND UNION NEGOTIATE AN


               AGREEMENT THAT THE UNION MEMBERS THEN


               HAVE TO AGREE ON.


           3. AGREEMENT, IN THE PUBLIC SECTOR, HAS TO BE


               RATIFIED BY CITY COUNCIL, STATE LEGISLATURE.





     C.______________________________


         1. AREAS AGREEMENT BEGOTIATORS WORK ON:


              A. ROUTINE CLAUSES


              B. CLAUSES AFFECTING UNION SECURITY


              C. CLAUSES DESCRIBING RIGHTS AND PEROGATIVES


                   OF MANAGEMENT


              D. SECTIONS DESCRIBING HOW THE DEPARTMENT


                   WILL HANDLE EMPLOYEE GRIEVANCES


              E. SECTIONS THAT LIST CONDITIONS OF EMPLOYMENT


                  SUCH AS WAGES, SALARIES, HOURS, HOLIDAYS,


                  VACATIONS, LEAVES, HIRING, FIRING, STRIKES.


         2. MANAGEMENT AND LABOR USUALLY REPRESENTED


              BY TEAMS.


         3._________________


             A. BARGAINING PREPARATION


             B. PRESENTING PROPOSALS


             C. SCHEDULING BARGAINING SESSIONS


             D. NEGOTIATING CONTRACT ISSUES


         4. WAYS TO HANDLE AN IMPASSE


             A. MEDIATION


                  1. BRINGING IN A THIRD NEUTRAL PARTY.


                  2. COST EFFECTIVE VERSUS A STRIKE


             B. ARBITRATION


                  1. SINGLE PERSON OR PANEL OF THREE


                  2. DECISION IS BINDING ON BOTH SIDES


             C. FACT FINDING


                  1. ARBITRATOR LOOKS AT THE FACTS AND


                      COME UP WITH SUGGESTED SOLUTIONS THAT


                      ARE NOT BINDING.





     D. STRIKES


          1. LAST RESORT AND USUALLY AGAINST THE LAW


              FOR PUBLIC EMPLOYEES.


          2. CONTINGENCY PLANS


              A. HAVE READY IN CASE DEPARTMENT CANNOT


                   AVOID A STRIKE.


              B. TWO BASIC FUNCTIONS


                   1. LET HIGHER ADMINISTRATORS AND SUPERVISORY


                       PERSONNEL KNOW WHAT THEIR DUTIES WILL BE.


                   2. ENSURE DEPARTMENT CAN CONTINUE TO


                       PROVIDE EMERGENCY SERVICE.


               C. COMPONENTS OF STRIKE CONTINGENCY PLAN


                    1. LIST OF ASSIGNMENTS


                    2. EMERGENCY SERVICE PRIORITIES


                    3. COMMUNICATION METHODS


                    4. NEGOTIATING, COURT ACTION AND


                        DISCIPLINARY PROCEDURES


                    5. BACK UP SYSTEMS FOR THE ABOVE
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          3. ANTICIPATE EMPLOYEE ACTIONS


              A. BEFORE PLAN IS PUT INTO EFFECT, SEE


                   WHAT KIND OF JOB ACTION IS UNDER WAY


                   BY THE EMPLOYEES.


                   1. ___________


                   2. ___________


                   3. ___________


                   4. ___________


         4. PUBLIC RELATIONS- THREE CATEGORIES


             A. PUBLIC RELATIONS AND COMMUNICATIONS


                 1. AIM OF DEPARTMENT IS TO GET PUBLIC ON


                     THEIR SIDE.


                 2. PUBLIC SUPPORT FOR THE DEPARTMENT TENDS


                     TO RESULT IN SHORT STRIKES- IN THE DEPARTMENTS


                     FAVOR.


                 3. COMMUNICATION WITH THE PUBLIC SHOULD


                     TRY TO CONVINCE CITIZENS THAT THE DEPARTMENT


                     CAN STILL PROTECT THE COMMUNITY WHILE


                     FIREFIGHTERS ARE ON STRIKE.


                 4. SPEAK TO CITIZEN GROUPS, NEWSPAPER, BROADCAST


                     INTERVIEWS.


                 5. BE READY TO COUNTER UNION PUBLICITY MOVES


                 6. NEWS MEDIA- POWERFUL TOOL


            B. INTERNAL PROCEDURES


                 1. REACTION TO EMPLOYEES WHEN THEY TURN


                     IN STRIKE NOTICES.


                 2. RELAY DEPARTMENTS POSITION TO UNION MEMBERS


                 3. SPELL OUT DEPARTMENTS POSITION ON DISCIPLINING


                     STRIKERS.


                 4. LET CHIEF, RATHER THAN NORMAL SUPERVISORS,


                     DECIDE ON THE DISCIPLINARY ACTION.


                     A. SHOULF ENSURE EVENHANDED TREATMENT.


                 5. DON’T ASSUME EVERYONE IS STRIKING


                     A. CALL ROLL AS NORMAL


                     B. FIND OUT THIS WAY WHO DOES NOT SHOW UP.


             C. MANAGEMENT TASKS AND RESPONSIBILITIES


                  1. ____________________________________________


                  2. WORRY ABOUT HANDLING EMPLOYEE GRIEVANCES


                      LATER.


                  3. MAKE SURE UNION LEADERS ARE AVAILABLE


                      FOR TALKS AROUND THE CLOCK.


                  4 _______________________________________________


                  5. DECIDE WHAT TO DO WITH EMPLOYEES WHO


                      WANT TO CONTINUE WORKING.


                  6. MOST IMPORTANT- DEVELOP PLAN TO END STRIKE 


                      RATHER THAN WAITING TO REACT TO UNION


                      SUGGESTIONS.





























PAGE #11     





5. ADMINISTRATIVE ACTIONS


     (READ IFSTA COMPANY OFFICER- CHAPTER #8)


     (READ COMPANY OFFICER INSTRUCTOR GUIDE-


      PGS. 283- 296)


     (READ EFFECTIVE SUPERVISORY PRACTICES-


       CHAPTER #13 AND #14)





     A._______________________


         1. PROGRESSIVE SYSTEM


             A. ORAL REPRIMAND


                  1. DONE BY THE COMPANY OFFICER


                  2. MUST BE DONE PRIVATELY AND KEPT


                      CONFIDENTIAL


                  3. IF BEHAVIOR CONTINUES TO BE UNSATISFACTORY,


                      ADVISE THAT A WRITTEN REPRIMAND WILL BE NEXT.


              B. WRITTEN REPRIMAND


                   1. DONE BY THE COMPANY OFFICER


                   2. WRITTEN REPORT THAT INDICATES FIREFIGHTERS


                       UNSATISFACTORY BEHAVIOR HAS CONTINUED


                       TO GO UNCHANGED.


                   3. _________________________________________


              C. TRANSFER


                   1. TRANSFER TO NEW ASSIGNMENT


                   2. MAY BE REQUESTED OR RESULT FROM PUNISHMENT


                   3. OFFICERS RECEIVING TRANSFERRED FIREFIGHTERS,


                       MUST REVIEW THE FIREFIGHTERS PERSONNEL FILE


                       IN ORDER TO KNOW WHAT STEP IS NEXT IF THE


                       PROBLEM CONTINUES.


               D. SUSPENSION


                    1. USUALLY DEFINED IN DEPARTMENT PROCEDURES


                        AND/OR UNION CONTRACT.


                    2. SHOULD NOT BE SUSPENDED MORE THAN ONCE


                        IN A FIVE YEAR PERIOD AND NOT MORE THAN


                        TWO OR THREE TIMES IN A CAREER.


                E. DEMOTION


                F. TERMINATION


                    1. USED WHEN ALL ELSE FAILS


                    2. ____________________________


                    3. EVERY EFFORT SHOULD BE MADE TO SALVAGE


                        THE INDIVIDUAL WHILE MAKING IT CLEAR THAT


                        CERTAIN BEHAVIOR WILL RESULT IN TERMINATION.





     B. MEMBER BENEFITS


          1. EVALUATIONS WITH FIREIFGHTERS ALLOWS THEM


               NOT ONLY TO KNOW HOW THEIR DOING BUT ALSO


               ALOWS THEM TO GIVE AN INPUT.





     C. COMMENDATIONS


          1. DEPARTMENT REWARDS A FIREFIGHTER FOR TRYING


               TO FULLFILL THEIR MUTUAL NEEDS.


               A. THE FIRST STEP IN REWARDING IS TO RECOGNIZE


                    WHAT ACTIONS OR TRAITS ARE TRULY POSITIVE.


               B. RECOGNIZING AN INDIVIDUALS STRENGTHS IS A


                    GOOD REINFORCER OF POSITIVE ACTION.
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     D. GRIEVANCES


           1. GRIPES, COMPLAINTS, GRIEVANCES


               A. GRIPES


                    1. PEOPLE LETTING STEAM OFF- USUALLY DOES NOT


                        REQUIRE A CHANGE.


               B. COMPLAINTS


                    1. MORE SERIOUS


                    2. REQUIRES THAT A CHANGE BE MADE


               C. ______________________________


                    1. WRITTEN EXPRESSION OF EMPLOYEES


                        DISSATISFACTION WITH SOME PART OF THE JOB 


                        OR WORKING RELATIONS WITH OTHERS ON THE


                        JOB THAT HE CANNOT CONTROL.





            2. CAUSES OF GRIEVANCES


                A. REACTION TO SOMETHING THAT HAPPENED


                     IN PRIVATE LIFE


                B. WORK ASSIGNMENTS


                     1. HAS MORE ABILITY THAT JOB DEMANDS


                     2. HAS LESS ABILITY, TIME OR TRAINING THAN


                         IS NEEDED TO DO THE JOB PROPERLY


                C. _______________________________


                D. PROBLEM WITH CO-WORKERS


                E. RELATIONS WITH THE SUPERVISORS


                F. PERSONAL PROBLEMS





          3. RECOGNIZING AND PREVENTING GRIEVANCES


              A. TO KEEP TROUBLE FROM DEVELOPING, LOOK FOR


                   THE FOLLOWING DANGER SIGNALS:


                   1. __________________________


                   2. LACK OF CHEEFULNESS


                   3. __________________________


                   4. LACK OF INTEREST IN WORK


                   5. __________________________


                   6. RELUCTANCE TO ASSUME RESPONSIBILITY


                   7. __________________________


                   8. EXCESSIVE SHORT TERM SICKNESS


              B. PREVENTIVE MAINTENANCE PROGRAM


                   1. TALK FREQUENTLY WITH EMPLOYEES


                   2. PROVIDE AN OUTLET FOR COMPLAINTS


                   3. OBSERVE EMPLOYEES AND WORKING CONDITIONS


                   4. SHOWING APPRECIATION


                   5. HELPING EMPLOYEES GET AHEAD
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6. PLANNING, ORGANIZING, COORDINATING AND


    ESTABLISHING PRIORITIES.


    (READ IFSTA COMPANY OFFICER CHAPTER #6)


     (READ COMPANY OFFICER INSTRUCTOR GUIDE-


       PGS. 203- 216)





      A. MANAGEMENT CYCLE


          


          1. PLANNING


               A. THREE TYPES 


                    1. ____________________


                        A. EXTENDS SEVERAL YEARS TO 20 YEARS


                        B. COMPANY OFFICER NOT INVOLVED


                        C. COMPLETED BY TOP LEVEL MANAGEMENT


                        D. EXAMPLE: NUMBER AND LOCATION OF FIRE STATIONS


                    2. ____________________


                        A. COVERS 1 TO 5 YEARS


                        B. COMPANY OFFICER MAY PROVIDE INFORMATION


                             BUT USUALLY IS PERFORMED BY HIGHER 


                             LEVELS.


                        C. EXAMPLE: PREPARING A BUDGET, BUYING VEHICLE


                    3. _____________________


                        A. COMPANY OFFICER MOST LIKELY INVOLVED


                        B. MAY COVER UP TO ONE YEAR


                        C. ASSIGNING PERSONNEL TO ATTAIN IMMEDIATE


                             GOALS OR MEET DAY TO DAY DEMANDS


                        D. EXAMPLE: WEEKS WORK SCHEDULE


                        E. ACHIEVING SHORT TERM GOALS IMPLIES:


                            1. COMPANY OFFICER MUST KNOW MEDIUM


                                AND LONG TERM GOALS OF THE DEPARTMENT


                            2. MUST KNOW CAPABILITIES OF THE MEMBERS 


                                OF THE COMPANY


                            3. MUST SET GOALS OR DEVELOP A PLAN FOR THE 


                                COMPANY





           2. ORGANIZING


               1. NEXT STEP AFTER PLANNING


               2. ALLOCATING SPECIFIC RESOURCES TO MEET THE NEEDS


                   OF THE PLAN


               3. FOUR BASIC RESOURCES AVAILABLE:


                   A. HUMAN RESOURCES


                        1. SKILLS AND CAPABILITIES OF THE MEMBERS


                            OF THE COMPANY AND OF PERSONS IN OTHER


                            AGENCIES


                   B. PHYSICAL FACILITIES


                        1. _________________________________________


                   C. TRAINING


                        1. ENHANCE OTHER RESOURCES


                        2. RESOURCES SUCH AS ACADEMIES, SCHOOLS, ETC


                   D. TIME


                        1. COMPANY OFFICERS TIME IS A RESOURCE


                            THAT MUST BE CAREFULLY PLANNED


                        2. USING TIME PRODUCTIVELY


                        3. WHEN THERE ARE MORE TASKS THAN TIME,


                            PRIORITIES MUST BE SET.
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         3. IMPLEMENTING


            1. AFTER PLAN IS ESTABLISHED AND RESOURCES


                 ORGANIZED.


             2. THREE PHASES


                 A. PRESENTING


                      1. TELLING FIREFIGHTERS ABOUT THE PLAN


                          COVERING:


                          A. OBJECTIVES


                          B. ACTION THAT IS GOING TO BE TAKEN


                          C. PERSONNEL INVOLVED


                          D. TASK OR JOB TO BE DONE


                          E. EQUIPMENT TO BE USED


                          F. TIME AVAILABLE


                  B. _________________


                       1. SUPERVISING FIREFIGHTERS AS THEY UNDERTAKE


                           THE PLAN


                  C. CONTROLLING


                       1. SEEING THAT ORGANIZATIONAL OBJECTIVES


                           ARE MET AND TAKING CORRECTIVE ACTION


                           AS NECESSARY





           4. EVALUATING


               A. ______________________________________________________


                    ______________________________________________________


               B. ASSESS EFFECTIVENESS OF THE IMPLEMENTATION


                    PHASE


               C. “WHAT CAN WE DO TO IMPROVE OUR OPERATION”


               D. FACTS OR SUGGESTIONS THAT ARISE FROM THE


                   EVALUATION SHOULD BE INCORPORATED BACK  


                   INTO THE PLANNING PHASE.


     


     
















































































