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Sept. 1, 2016 

 
TO:  Directors of State Fire Training Systems and TRADE Regional Co-Chairs 
 
FROM: Lori Welch 

Program Manager 
 
SUBJECT: Fiscal Year 2017 Six-Day Off-Campus Delivery Course Selection — Second 

Semester 
 
The National Fire Academy (NFA) six-day off-campus course call for the second semester is 
open from Sept. 1-30, 2016. 
 
During this open course call, we are asking you to select the remainder of your courses. The 
maximum number of courses for the fiscal year (FY) is three. If you already selected all your 
course deliveries during the first open course call period, you don’t need to do anything else. 
 
All course call requests will be made via the “dashboard.” During this open course call selection 
period, we are asking you to select courses that will be offered April 1-Sept. 30, 2017. 
 
Attached, you will find the list of courses available for delivery; they are grouped together by 
program of study. Please review the course list carefully, as we added and removed some courses 
since the last course call. If you already had a course scheduled that has since been removed 
from the list, you may still conduct that offering. You can review the course descriptions, student 
selection criteria and other course information by clicking on the link for each course. Typically, 
the maximum number of students per course is capped at 30, although some courses are capped 
at a maximum of 20 students (see course list) to allow for optimal learning. However, if a state 
has additional students and wishes to exceed the capacity, the state should contact the program 
manager to see if the course structure and/or the instructor can support the added capacity. Please 
note that some courses have a required pre-course assignment, as stated in the course description. 
Students will be assessed at the completion of the course and given a final grade. To pass the 
course and be issued a certificate, students must receive a final letter grade of C or higher (score 
of 70 percent or above). 
 
The program manager will monitor the student enrollment numbers, as received from the 
National Emergency Training Center (NETC) Admissions Office, prior to the delivery of the 
class. A minimum of 15 students are required. At 40 days prior to the start of the class, a 
determination will be made to allow or cancel the class. Therefore, all student applications must 
be received on or before this 40-day mark. 
 
For your reference, we have included an information packet that explains the responsibilities for 
the Training Resources and Data Exchange (TRADE) representative, state/local sponsor and the 
contract instructors. 



When selecting dates, please remember that scheduling them on a holiday may affect student 
attendance. We have attached a list of holidays/dates for FY 2017 to assist you when scheduling 
your courses. 
 
If you have any questions regarding the off-campus courses, feel free to contact Program 
Manager Lori Welch at 301-447-1301, or you can send an email to FEMA-NFA-
OutreachTraining@fema.dhs.gov. 
 
Thank you for your ongoing support of the NFA and the delivery of its courses. 
 
Attachment(s) 
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National Fire Academy-Sponsored Six-Day Off-Campus Course Delivery 
Requirements 

 
NFA off-campus courses are sponsored by the Federal Emergency Management Agency 
(FEMA) Regional TRADE representatives. These courses are designed for full six-day 
deliveries. Contact hours do not include time for administrative activities (introductions, breaks, 
meals, exams, evaluations, etc.). The course schedule and number of instructional hours may 
not be altered by the state or the contract instructor. All NFA six-day off-campus courses 
require two NFA-approved instructors. 
 
The American Council on Education (ACE) provides an academic review of NFA courses. ACE 
has policies that affect NFA and its students. One of those is that grades are required for all six-
day courses. This means greater course rigor and documentation for assessing student learning. 
ACE also requires that instructors must follow the course outline/schedule and adhere to the 
required number of hours. Students will be assessed (typically through an exam) and given a 
final grade. We must have a final “letter” grade for each of our students. These end-of-course 
grades are permanently recorded on student transcripts in the NETC Admissions Office. Students 
must receive a final letter grade of C or higher (70 percent or above) to pass the course and be 
issued a certificate. 
 
A successful NFA off-campus course delivery depends, to a great extent, on the student 
recruitment, support provided by the sponsoring organization, and the quality of instructional 
delivery. Should additional information or assistance be needed, please contact Program 
Manager Lori Welch at 301-447-1301, or you can send an email to FEMA-NFA-
OutreachTraining@fema.dhs.gov. 
 
 

National Fire Academy Regional TRADE Representative, State and Local Host 
Responsibilities 

 
Course Call 
 
The NFA Regional TRADE representative, in conjunction with the state training director whose 
state is hosting the class, shall participate in the course call process by selecting three six-day 
courses. This selection shall be requested via the course call dashboard by either the TRADE 
representative or the state training director, in collaboration with each other. 
 
Course Coordination Plan and Shipping Information Changes 
 
It is the NFA Regional TRADE representative’s responsibility to ensure that the Course 
Coordination Plan (CCP) is complete and accurate. If any information on the CCP changes after 
the initial submission, notification of such changes should be submitted to the NFA program 
manager prior to the course delivery. Please make sure information on all forms includes the 
complete address with a nine-digit ZIP code. 
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Student Recruitment and Selection (TRADE and State Training Director Responsibility) 
 
• The NFA Regional TRADE representative, state training director and local host shall 

advertise, recruit and enroll students for the class based on established student selection 
criteria. 

 
• Each student must complete a General Admissions Application form (FEMA Form 119-

25-2); all data elements must be completed. Students applying for training must have a 
FEMA Student Identification (SID) number. This number is used in place of a Social 
Security number on the General Admissions Application form. For information on how 
to apply for a SID, visit the NFA’s web page at http://www.usfa.fema.gov/nfa. The state 
training director whose state is sponsoring the requested course shall approve each 
application prior to forwarding it to the NFA. 

 
• Typically, the maximum number of students per course is capped at 30, although some 

courses are capped at a maximum of 20 students (see course list) to allow for optimal 
learning. However, if a state has additional students and wishes to exceed the capacity, it 
should contact the program manager to see if the course structure and/or the instructor 
can support the added capacity. 

 
Roster/Application Procedures 
 
• An email will be sent to the TRADE representative/state training director 60 days before 

the course starts to inquire about the number of students enrolled. If there is no response, 
the program manager will contact the state 50 days prior to the course start date to inquire 
about the number of students enrolled. 

 
• Some courses may have a required pre-course assignment, as stated in the course 

description. The TRADE representative/state training director is responsible for notifying 
the students of any pre-course assignments to be completed prior to the course start date. 

 
• Student applications must be received by the NETC Admissions Office by fax (301-447-

1441) or email (netcadmissions@fema.dhs.gov) no later than 40 days prior to the 
course start date. All applications must be signed by the state training director and 
received as a complete packet. The minimum number of students required to hold a 
course offering is 15. The program manager will work with the TRADE representative to 
make a final decision to allow a delivery based on the total number of applications 
received. 

 
• Lack of applications for the minimum number of required students will result in 

cancellation of the course. Rescheduling will not normally be permitted. 
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State/Local Host and Instructor Coordination 
 
• The local host will provide the instructor with suggested lodging accommodations on the 

CCP and may also assist with making reservations. Please note: The NFA is not 
responsible for lodging cancellation fees. In order to avoid potential financial penalties, 
when assisting instructors with their lodging reservations, you need to be aware of the 
local lodging cancellation policy, and share this information with the instructor(s). 
 

• The state/local host is responsible for providing ground transportation for the instructor 
from the airport, to the lodging facility, to the class site, and back to the airport. Note: 
State/Local hosts unable to provide actual ground transportation are responsible for direct 
reimbursement to the instructor for his or her rental car expenses. If the state/local host 
cannot provide the actual ground transportation for the scheduled course delivery, that 
information must be provided to the program manager when the course call request is 
submitted. The airport listed on the CCP will be where the state/local host should plan to 
pick up the instructor(s). 

 
• The local host will provide adequate classroom facilities and audiovisual equipment for 

the course delivery. 
 
• The local host should contact the instructor prior to the course delivery to discuss the 

classroom site. The local host and instructor will coordinate a classroom site visit, set up 
the classroom, check course materials, and discuss the support needed for the delivery 25 
days prior to the class. 

 
Course Material Shipment 
 
• Once a precount roster with a minimum of 15 names is received from the NETC 

Admissions Office, the NFA program manager will confirm the delivery of the course 
and initiate the shipment of course materials. 

 
• The local host will be sent an email from NFA advising the shipping date and material 

contents. 
 
• The state/local host is responsible for delivery of all course materials to the classroom 

site. The local host and instructor need to verify receipt of the following materials within 
three weeks prior to class delivery. Shipments shall include: 

 
– Student Manuals (SMs) as applicable. 
– Exams. 
– Handout materials. 
– Course-specific support materials. 
– Student evaluation forms. Please note: The NFA is in the process of transitioning 

to paperless/online evaluations for its off-campus course deliveries. 
 
 



• The course roster is faxed to the state/local host the Friday before the start of the class. 
 
• Students make corrections to the course roster, and it is faxed to NFA on the first/second 

day of the course. 
 
• Certificates will be emailed to the students by the NETC Admissions Office upon receipt 

of a signed, letter-graded roster indicating successful completion of the course. 
 
Class Opening/Classroom Assistance 
 
• The local host will provide welcoming remarks and introduce the contract instructor(s). 
 
• The local host will provide general classroom support during the course delivery. 
 
Student Evaluations 
 
• The state/local host is responsible for the distribution and collection of student evaluation 

forms. Students can use pencil or pen (black/blue ink) to complete the evaluation forms. 
Please note: The NFA is in the process of transitioning to paperless/online evaluations 
for its off-campus course deliveries. As a result, you will receive log-on cards with 
directions for completing the online evaluation. The information below pertaining to the 
distribution, collection and return of paper evaluation forms may not apply. 

 
• Completed student evaluation forms are not to be reviewed by instructors. (Instructors 

have direct access to the end-of-course evaluation results through their dashboards.) 
 
• Upon completion of the course delivery, the instructor will submit all course delivery 

materials (student evaluations (unless using online evaluations), student roster with letter 
grades recorded, projects and exam grade sheets) to the state/local site representative. The 
state/local host will complete the Student Evaluation Cover Sheet, place all the course 
delivery materials in the NFA-supplied preaddressed, postage-paid envelope and return it 
to the NFA. Test documents and any extra materials that were not used must be either 
returned or disposed of properly (e.g., shredded/destroyed) to ensure security and 
integrity of the course assessment process. Note: Graded exam answer sheets shall be 
given to the students for their review, but they must be collected and returned to the NFA 
with the course delivery materials in the postage-paid, preaddressed envelope. 

 
National Fire Academy Certificates 
 
Certificates will be emailed to the students by the NETC Admissions Office upon receipt of a 
signed, letter-graded roster indicating successful completion of the course. 
 
State/Local Host Post-Course Assessment 
 
After the class, a follow-up email will be sent to the state/local host requesting comments/ 
feedback on the course delivery. The requested feedback is critical to our continued mission of 



providing the highest quality programs. This email response should be sent to FEMA-NFA-
OutreachTraining@fema.dhs.gov. 
 
National Fire Academy Contract Instructor Responsibilities 
 
• Direct all questions concerning the course delivery, student application requirements, 

course cancellations and payment/invoicing directly to the program manager. 
 
• Direct all questions concerning curriculum content directly to the appropriate NFA 

training specialist. 
 
• Communicate and coordinate course delivery requirements, travel/transportation 

arrangements, etc. with the local host at least 25 days prior to the course delivery. 
 
• Inform the NFA program manager of any changes, issues or assistance needed. 
 
• Administer, review, correct and provide feedback on quizzes, exam answer sheets, 

written assignments, etc., using established grading rubrics. 
 
• Upon completion of the course delivery, the instructor will submit all course delivery 

materials (student evaluations (unless using online evaluations), student roster with letter 
grades recorded, projects and exam grade sheets) to the state/local site representative. The 
state/local host will complete the Student Evaluation Cover Sheet, place all the course 
delivery materials in the NFA-supplied preaddressed, postage-paid envelope and return it 
to the NFA. Test documents and any extra materials that were not used must be either 
returned or disposed of properly (e.g., shredded/destroyed) to ensure security and 
integrity of the course assessment process. Note: Graded exam answer sheets shall be 
given to the students for their review, but they must be collected and returned to the NFA 
with the course delivery materials in the postage-paid, preaddressed envelope. If a letter-
graded roster is not received with the applications, the students will not receive their 
certificates for the class. The instructor must sign the letter-graded roster. 

 
• Maintain security over all teaching materials. These materials must not be reproduced or 

distributed without written permission from the curriculum training specialist or deputy 
superintendent. 

 
• Meet with students who wish to appeal their end-of-course grade, and notify the NFA 

training specialist before the meeting is conducted with the student. Notify the local host 
representative of this meeting. Notify the state/local host and NFA immediately if a 
student fails the course. A student who receives an incomplete or failure for a course shall 
be allowed the opportunity to remediate the grade to a passing score. 

 
• After the class, a follow-up email will be sent to the instructor requesting comments/ 

feedback on the course delivery. The instructor’s response must be sent to FEMA-NFA-
OutreachTraining@fema.dhs.gov, and it should contain the course title, date of delivery 
and location. 
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Course List (Six-Day)  
 
Emergency Medical Services 
 
N0158 — Emergency Medical Services: Quality Management 
 
 
Leadership and Executive Development 
 
N0335 — Administration of Public Assistance for Community Recovery 
N0810 — Leadership and Administration 
N0824 — Management Strategies for Success 
 
 
Fire Prevention: Management 
 
N0629 — Youth Firesetting Prevention and Intervention 

(The host site must have the ability to arrange for students to interview children and/or 
adolescents. The interviewing segment is a critical part of the course and allows 
students to practice skills learned in class.) 

N0671 — Managing Effective Fire Prevention Programs 
N0833 — Leadership Strategies for Community Risk Reduction 
 
 
Fire Prevention: Public Education 
 
N0186 — Conducting Local Risk Reduction by Company Officers (new) 
N0348 — Changing American Family at Risk 
 
 
Fire Prevention: Technical 
 
N0137 — Water-based Fire Protection System Plans Review (20 student maximum) 
N0227 — Strategic and Tactical Considerations for Fire Protection Systems (20 student 

maximum) 
N0390 — FIP 1: Life Safety and the Built Environment (new) 
N0391 — FIP 2: Fire Protection Systems and Special Hazards (new) 
N0614 — Wildland Urban Interface: Fire-Adapted Communities (20 student maximum) 
 
 
Hazardous Materials 
 
N0243 — Hazardous Materials Incident Management 
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Incident Management 
 
N0825 — Command and Control of Fire Department Operations at Target Hazards 
N0831 — Command and Control of Incident Operations 
 
 
Planning and Information Management 
 
N0489 — National Fire Incident Reporting System: Program Management (five-day) 
 
 
Responder Health and Safety 
 
N0822 — Safety Program Operations 
 
 
Training Programs 
 
N0815 — Challenges for Local Training Officers 
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Holidays/Dates to Remember When Scheduling Courses 
 
Nov. 24, 2016 — Thanksgiving Day 
 
Dec. 25, 2016 — Christmas Day 
 
Jan. 1, 2017 — New Year’s Day 
 
Jan. 16, 2017 — Martin Luther King Jr. Day 
 
Feb. 20, 2017 — Presidents Day 
 
April 16, 2017 — Easter 
 
May 14, 2017 — Mother’s Day 
 
May 29, 2017 — Memorial Day 
 
June 18, 2017 — Father’s Day 
 
July 4, 2017 — Independence Day 
 
Sept. 4, 2017 — Labor Day 
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