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INTRODUCTION  
Welcome to the York County Chiefs Association Firefighter I & II Academy. It is our goal to 
provide a learning environment that has a high-degree of professionalism, and challenges 
every student to become the best Firefighter they can become. It is our hope that these 
guidelines will ensure the same quality and consistency of instruction is being delivered to 
all of our students.  

This Handbook should serve as a guideline as to what is expected of students and 
employees of the York County Chiefs’ Association.  

Students and instructors alike are expected to conduct themselves in a professional manner 
at all times during the program. Students and instructors will follow their department rules, 
the sponsoring facilities rules and the rules of the York County Chiefs’ Association. Failure 
to do so may result in disciplinary action up to and including dismissal from the program.  

COURSE DESCRIPTION  
This course is designed to train students to the level of Fire Fighter I & II Pro Board 
Standards. It is recognized that training at all levels in the Fire Service is necessary for 
effective and safe on scene operations. Please keep in mind that the skills and knowledge 
you receive from this program are the basic essentials and experience coupled with 
company drills and additional training is imperative to ensure your success.  

Students will be broken up into companies and assigned a company officer. The chain of 
command model will be used as the structure in this program. Crew integrity is imperative 
and will be tested.  

Class Methodology  
A) Lecture  
B) Discussion  
C) Participation in Class  
D) Audio-Visuals  
E) Required reading from texts and periodicals  
F) Online and Personal-time activities  
G) Practical application of skills  
H) Quizzes and Exams  

CLASS DATES, TIMES AND LOCATIONS  
Classes will mostly meet on Monday and Wednesday evenings from 6:00 PM to 10:00 PM 
and most Saturdays from 8:00 AM until 4:30 PM unless otherwise noted. Please be aware 
these times are only guidelines and only reflect actual Instructor-student contact time. 
Things like, but not limited to; class preparation, personal study and returning equipment to 
an in-service state at either the hosting or lending fire department is to be done outside of 
those hours. Expect late evenings and long Saturdays. Classes may run short or long 
depending on things like, but not limited to; student preparation prior to class, objectives 
covered, class competency, re-training, weather, mechanical or facility shortfalls, etc.  

Classes will mostly be held at the following facilities:  

 West Kennebunk Fire Station 80 Thompson Rd, Kennebunk, ME  

 Goodwin Mills Fire Station 481 Goodwin Mills Rd, Lyman, ME 
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 Saco Central Fire Station 271 North Street, Saco, ME 

 Hollis Training Facility 405 Plains Rd, Hollis, ME  

 Ogunquit Training Facility 30 Salt Shed Rd, Ogunquit, ME  

 

Some classes will be held outdoors and at other locations as necessary. It is necessary to 
plan and dress for the weather, bring a spare set of clothes and extra layers. As reminder, 
this class runs through the winter months. If changes to the normal class times and 
locations are needed, notification will be made as soon as possible through the required 
channels.  

Class Cancellation Policy  
Classes may be cancelled for many reasons. The directive to cancel any class will be at the 
discretion and responsibility of the Command Staff, primarily the Program Coordinator.  

In the event that a class must be cancelled the following procedure will be used:  

 Class cancellation decisions will be made by 1430h the day of class. 

 The Command Staff along with the Lead Instructor will discuss the circumstances 
and make the decision of class cancellation. The Lead Instructor shall be 
responsible to notify all Assistant Instructors of the class.   

 An email notification and text page will be sent out to all students.  

 Company Officers shall contact the students of their company to assure that the 
notification has been received.  

 

The Program Coordinator will issue further details and make-up information as soon as they 
are readily available. Classes may be rescheduled as necessary due to unexpected 
circumstances.  

Personal Protective Equipment Compliance  
In order to participate in the program, PPE that meets NFPA 1971: Standard on Protective 
Ensemble for Structural Firefighting and Proximity Fire Fighting shall be worn. In 
accordance with Maine BLS recommendations, gear should be less than ten (10) years old.  

Your protective clothing will be inspected according to your class schedule, any failed PPE 
must be corrected prior to the issued time and date or you will not be able to participate any 
further in the program. See attendance section for further information on missed classes.  

You must bring all of your PPE to EVERY class, which includes a full SCBA and spare 
cylinder.  

Smoking and Tobacco Use  
Students and instructors alike are encouraged not to use or quit the use of tobacco 
products. Tobacco has been proven to have lasting negative effects on the body.  

If a student or instructor chooses to use tobacco products, it must be done in that person’s 
vehicle, during a break and no evidence of it’s use can remain on the host premises.  
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Digital Media Requirement  
It is a requirement of this course that each student and instructor have access to online 
resources and provide a working email address and means of text message notification.   

Harassment / Sexual Conduct / Human Rights  
It is the responsibility of any student or staff member who has witnessed or has been the 
target of offensive, harassing or disruptive behavior to report the incident to the Lead 
Instructor, the Program Coordinator or an Assistant Coordinator as soon as possible.  

Harassment of any kind and/or any unwanted attention will not be tolerated in any form. Any 
report of such shall be investigated promptly and may result in a disciplinary meeting with 
the Student, Students Chief and Program Coordinator with disciplinary action up to and 
including dismissal from the program. Further, there may be outside laws specific to some 
types of misconduct that carry far worse punishment. It is the policy of the YCCA to deliver 
a program free from all types of harassment.  

Medical Requirements  
Program participants must have successfully received a medical clearance within one (1) 
year of class start, based on the Occupational Safety and Heath Administration (OSHA) 
CFR 1910.134 and the Maine BLS Respiratory Protection Standard requirements.  

Every student is required, upon entry into the program, to report on the Emergency Medical 
Form and advise the Program Coordinator if he/she is using any form of medication.  

Conflict Resolution  
Due to the intense and demanding nature of this course and the high level of expectations 
while working under stressful conditions the YCCA, Command Staff and Instructors alike 
recognize there may be conflicts. In an effort to provide guidance and timely resolutions the 
following policy will address the mapping of a conflict.  

Upon recognition of a conflict, it is always best to author a solution at the lowest level in the 
chain. If the grieved feels comfortable, bring it to the attention of the other party causing the 
conflict and seek a solution or further explanation of the desired behavior.  

Ideally, the chain is as follows: Student, Lead Instructor, Assistant Coordinator(s), Program 
Coordinator, YCCA President.  

If not comfortable, the grieved may elicit the attention of the next highest level (i.e. student 
to instructor, and so on). Should at any time a complaint be addressed outside of the chain, 
it will be readdressed to the proper individual. If a satisfactory resolution is not reached after 
a verbal meeting, the grieved has the option to put their conflict in writing on the attached 
form and submit it to the next highest level within ten (10) days of knowledge of incident or 
behavior on the Grievance/Complaint Form. From this point on, all communication will be in 
writing with no more than ten (10) business days between the receipt of conflict and return 
communication. The grieved will make themself available for follow-up information requests 
during the investigation phase of the resolution process, with no more than ten (10) 
business days between the request and delivery of information. At any time along the 
process, should the grieved party go unanswered for a full ten (10) days, the grieved may 
submit the written conflict and a letter of events of the missed timeline to the next highest 
level in the chain. If at any time should a member of the investigatory team go unanswered 
by the grieved for ten (10) days, the conflict will be dismissed.  
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Should the grieved party not be satisfied with the rendered resolution, they have the right to 
appeal, through the chain, up to the YCCA President. That office will have twenty (20) days 
to issue a final resolution.  

Please understand that information contained on the Grievance/Complaint Form will be held 
confidential to the extent practical. Grievance/complaint information may be shared with the 
person filed against, program staff and any outside person(s) necessary for the 
investigation of the claim. Also understand that any misrepresentation of information may 
result in disciplinary and/or legal actions.  

Safety / Injuries  
Safety is our # 1 priority in this program, any unsafe act must be reported and activity will 
cease until the safety concern is addressed. ANY injury while training must be reported to 
the Company Officer and Primary Instructor when it happens. A report shall be completed 
explaining how the injury occurred and any medical care needed. The student’s Chief will 
also be notified immediately of the injury.  

Every student is required to report any injury or illness immediately to the Lead Instructor of 
the Class. No Recruit or Instructor may return to the training program until medically cleared 
by a physician. If a student is required to withdraw from an Academy session due to injuries 
or illness not brought about by his/her own misconduct, he/she may be eligible for entry to 
another Academy session based on a review of the circumstances by the Program 
Coordinator and the Chief’s Advisory Board. 

The Lead Instructor is responsible for ensuring the form is completed as outlined. It is 
crucial this form is completed in a timely manner to ensure the proper follow-up steps are 
completed by YCCA administration and the respective department.  

Student Activities  
Students have access to the Navigate 2 online tools and activities. Completion of online 
activities is mandatory and students are expected to remain current with them in relation to 
program progress. Progress will be checked, and points will be awarded for completion.  

Graded Items 

Practice (Workbook) Activities 
Each chapter will have a corresponding practice (Workbook) activity.  The practice activities 
are accessible once the chapter module becomes available online.  Practice activities are 
expected be complete prior to the class lecture for the associated chapter. Practice 
activities may include reading questions, videos to be discussed during class, journal 
articles to review (such as Fire Engineering), or other activities the Lead Instructor identifies 
as important to have completed prior to the chapter discussion. 

Students may return to practice activities any time after the lecture for review and to attempt 
a higher grade.  Zeros assigned for late or incomplete activities will not be eligible for 
subsequent attempts. 

Quizzes 
Each chapter will also have an online quiz of approximately 20 questions.  Online quizzes 
are accessible after the chapter lecture, and must be completed by the deadline indicated 
on the quiz.  Students will have two opportunities to complete the quiz, and the highest 
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grade will be kept.  Quizzes not attempted prior to the deadline will receive an automatic 
zero.  After the deadline, online quizzes will be made available for review. 

In-class quizzes may be given at the discretion of the Lead Instructor and/or Command 
Staff. 

Students must inform the Program Coordinator, or designee, prior to the closing of online 
quizzes if they are unable to complete them for any reason.  Missed in-class quizzes must 
be coordinated with the lead instructor administering the quiz and made up prior to the next 
class meeting following the quiz.  Failure to adhere to these timelines will result in a zero 
grade for the quiz. 

Midterm and Final Exam 
A one hundred (100) question, multiple-choice, test will be administered for both the 
midterm and final exam.  

All test questions will come from the issued textbook and/or issued online resources. The 
written state certification exam(s) could be substituted as the final exam at the discretion of 
the Command Staff.  

If a student is absent for a scheduled didactic exam the student must take the exam within 
five (5) business days or receive a grade of zero (0) %. Students who know they will be 
absent on an exam or quiz day may take the exam/quiz prior to scheduled date without 
penalty with prior approval from the Program Coordinator. 

Grade Calculation 
Workbook Activities 100 points  (13%) 
Calculation:  Items totaled and averaged for a possible 100 points 
Items: As students complete the workbook activities, they are graded and entered into this 
category.   
 
Quizzes 200 points  (25%) 
Calculation:  Items totaled and averaged for a possible 200 points 
Items:  Each of the online quizzes, along with any assignments graded by in-class 
instructors will be recorded as a quiz grade in this category.   
 
Midterm Exam 250 points  (31%) 
Calculation:  Items totaled and averaged for a possible 250 points 
 
Final Exam 250 points  (31%) 
Calculation:  Items totaled and averaged for a possible 250 points 
 
Not Used 0 points 
Calculation:  Recorded, but not awarded any overall points for the course 
Items:  This category is used for items auto-generated by the JB system which are not used 
in the course of our program. 
 
Course Total:  800 Points (100%) 
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Certification & Progress Charts  

Grades: 
Students must achieve a minimum grade of 75 to be eligible for the state exams. 

Progress Charts:  
Progress charts containing the student’s grade, attendance record and any disciplinary 
actions will be sent to the Chief of the student’s sponsoring department.  

Requirements for Certificate of Completion from York County Chiefs 
Association:  
Any student, who meets all of the requirements below, will be issued a “Certificate of 
Completion” from the York County Chiefs Association and will be eligible for the state 
examination process.  

 Successful completion of all Skill and Knowledge objectives.  

 Completion of the program with a final score of 70% or better.  

Certificate of Attendance from York County Chiefs Association:  
Any student, who does not meet all the requirements for successful completion of the 
program, may be issued a Certificate of Attendance from the York County Chief Association 
and subsequently not be eligible to test for certification. Progress charts indicating individual 
student’s attendance and objectives completed will be available upon request  

Certification Process through Maine Fire Service Institute:  
Students obtaining a Certificate of Completion from YCCA will be eligible to take the state 
certification test.  

All students preparing to take or retake any MFSI written exam must be pre-registered 10 
working days prior to the scheduled test. Registration may be completed through MFSI or 
by calling MFSI and requesting a form by mail. Students, not the YCCA, are responsible for 
ensuring that all requirements of MFSI are in order to qualify for State Certification testing.  

Special Accommodations & Disability  
It is the policy of YCCA to assist every firefighter in their pursuit of higher education. If 
anyone requires special accommodations during this class or for testing with the state it is 
the student’s responsibility to request this through MFSI and/or Southern Maine Community 
College (SMCC). Requests for special accommodations can be made by following the 
instructions in the “Student and Candidate Disability Accommodation” form included with 
this handbook. Only students who have completed and been granted special 
accommodations from MFSI and/or SMCC may be allowed assistance during the Firefighter 
I & II Program. This process must be started by the start of fourth (4

th

) class. If anyone has 
any questions or requires guidance through this process they should contact a member of 
the Command Staff.  

Academic Requirements  
Students need to keep a grade of 70% or better to remain in the program. Student history, 
attitude, past performance and other determining factors may be included during the 
evaluation process. Disciplinary action up to and including dismissal may be issued.  



 YCCA Fire Training Academy Student Handbook 

Page 10 of 16  Updated Fall 2017 

Consent to Release Information  
By participating in this course, you consent to the release of your grade and/or other 
necessary information, at any time, to your Chief, Training Officer, Sponsoring Agent or any 
other person the Command Staff sees fit for counseling, delivery and/or administration of 
this course.  

Student Dismissal from the Academy  
If deemed necessary, students who do not meet the requirements of the class, are offensive 
or harass other students, are disruptive in class, or otherwise fail to demonstrate the 
professionalism required for the class may be dismissed from the class.  

Course Dismissal:  
Dismissal from the course may result from the following list of circumstances or any other 
reason that is deemed significant.  

 Falsification of enrollment information  

 Excessive absences  

 Excessive tardiness  

 Cheating  

 Vandalism or theft from the program, it’s affiliates or participants  

 Unprofessional, disruptive or unethical behavior, including but not limited to; 
misrepresentation of student as a graduate or dishonesty that may reflect negatively 
on the program or profession.  

 Failure to successfully complete all Practical Skill and Knowledge objectives  

 Dropping below 70%  

Dismissal Process:  
Students who are exhibiting behaviors or actions that might lead to dismissal may receive 
two warnings to correct the situation.  

 The first will be an informal meeting with the student and the instructor to discuss 
potential problem and resolve what action may or may not be taken. A note 
recognizing the meeting will be placed in the student file and the program 
coordinator notified.  

 The second will be a formal meeting with the student and the Instructor, the Program 
Coordinator or his agent and the students’ Chief along with a written letter outlining 
the issue. A copy of the letter will be placed in the student file. If this meeting is the 
result of a failing grade the student may be asked not to participate in tests or 
practical exams.  

 A third problem will result in dismissal.  
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NOTE:  

At the discretion of the instructor, and/or member of the Command Staff and after 
discussing the issue with Command Staff, should any issue be of such a nature that the 
instructor and/or Command Staff deems it severe; a written warning may be followed by or 
replaced by immediate dismissal from the program.  The students Chief will be notified as 
soon as possible.    

Drops/Withdrawals/Refunds  
The Executive Board and/or Program Coordinator of each educational program sponsored 
or offered by the York County Chiefs’ Association shall follow the guidelines below for 
refunding payment or invoicing any student who withdraws from a program:  

Refund Policy:  
In the event that a course is canceled due to lack of registrations, a complete refund will be 
issued.  

The following standard exists for prorated refunds of the tuition payment:  

Withdrawal within:  

 After orientation, prior to first class: 85%  

 Within the first 10 business days of class start: 65%  

 After the 10
th 

, prior to the 15
th 

business day: 35%  

 After the 15
th 

business day: Refund is forfeited  

 

All refunds will be less the cost of books and materials.  
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Student Section  

Student Requirements  
You are studying to be a Fire Fighter and it is expected that your actions will demonstrate 
your satisfaction and pride in your choice of the Public Safety Profession. The attitude you 
convey about Emergency Services and the respect for the colleagues and citizens with 
whom you work for are very important aspects of your role as an Emergency Services 
representative. It is expected that your conduct will be nothing less than professional at all 
times. Be a contributor to classroom activities and discussions. It is also expected that you 
will be equally respectful to your peers and that you will work to help build a classroom 
environment in which everyone feels valued. Professionalism will be evaluated based on 
observations in the classroom, and practical evolutions, as well as preparation and 
assignments.  

Any Injury incurred by student or staff must be immediately reported on a FIRST REPORT 
OF INJURY form. 

Students are required to perform objectives as presented. At times the program may be 
physically & mentally demanding. Students unable to perform functions such as climbing 
ladders, working in confined areas and/or strenuous conditions, need to evaluate if they are 
willing to overcome their reservations and perform tasks without hesitation. All objectives in 
the program are required to be completed for certification. If a student cannot complete all 
objectives as presented, he or she may be at risk of not being eligible for certification and 
dismissed.  

Strenuous physical activity is inevitable in the field and this program. In order to provide due 
homage to the importance of physical fitness, students will be required to participate in all 
activities asked of them. This may include but not be limited to; camaraderie drills, physical 
fitness, stretching, running, jumping jacks, pushups, holding their breath for extended times 
and any other activity presented for the deliverance of the course.  

Students will be required to perform tasks while one or more of their senses (i.e. sight, 
touch, hearing) are being incapacitated and stress levels are being elevated. This type of 
instruction better prepares the student for real-world activity and reinforces the necessity to 
remain calm and use what the student has available to them to complete the task at hand 
safely. These types of activities will continue throughout the program and build upon each 
task and situation.  

This program will be an adult-learning environment. Meaning you are required to come to 
class prepared, be willing to study and complete assignments outside of class time and be 
able to seek help from peers and other resources. This is a college level class that meets or 
exceeds the workload of a six (6) credit college-level class. The importance of dedication 
and an open-mind cannot be understated.  

Appearance & Grooming  
This program abides by Maine Bureau of Labor Standards respiratory protection standard 
(OSHA 29 CFR 1910.134). Students are expected to follow these guidelines while 
participating in any training program. Students are expected to be clean-shaven with hair 
worn off the collar while participating in the program.  

All students will be in a uniform of:  

 Shirt -Department uniform or academy-issue  
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 Pants -Navy blue uniform style  

 Shoes -Must be closed-toe and black. Boots are recommended due to the level of 
protection they provide.  

High heat and or strenuous physical activity:  

 Shorts may be worn when Personal Protective Clothing is used.  

Cold weather  

 Department job shirt or sweatshirt will be permitted  

Attendance  
The Fire Fighter I & II course is comprised of intensive lectures combined with physically 
demanding practical sessions. Missed information is difficult to make up. It must be clearly 
understood that due to things like time constraints, involving outside instructors, personnel 
and/or equipment heavy needs, logistically, some classes cannot be made-up in-program. A 
missed class of this nature would have to be made up elsewhere or the student would not 
be eligible to test for certification. Students should also be aware that some objectives have 
prerequisite objectives (i.e. SCBA for live-fire) and not completing those objectives may 
have the same consequences as a missed class; up to and including dismissal from the 
program. Therefore, students are expected to attend all classroom and practical sessions.  

If a student is unable to attend a class, it is the sole responsibility of the student to make up 
the missed work. Deficient work must be completed in a reasonable time frame, established 
by the Lead Instructor and/or Command Staff as many classes build upon each other. The 
path of class makeup will be outlined on the Class Make-up form and preapproved by the 
Program Coordinator. Then after completion, the instructor and one of the student’s Chief 
Officers will sign the form. After a review by the Command Staff and possible demonstration 
by the student, the makeup may be approved locally. Should the form not be approved, the 
student will be issued the requirements for approval, if possible.   

Students are responsible to contact their company officer and the Program Coordinator in 
the event of any absence or tardiness. When possible this notification shall be made prior to 
the missed class or at the earliest possible time. Every attempt should be made by the 
student to resolve conflicts. In the event this is not possible, the student shall submit, in 
writing, a request to the Program Coordinator for permission to be absent from class.  

However, it is also understood that conflicts and illness do arise. Therefore, a requirement 
of no more than three absences, excused or not, will be allowed. Should a third and/or 
subsequent absence arise, this will result in a meeting with the Program Coordinator and 
the student’s Chief Officer to determine if the student will remain in the program. The 
reason(s) for the absences and the student’s past history in the program will be considered 
in the determination of any corrective or disciplinary action up to and including dismissal 
from the program. Each absence will result in 5% off of your final grade.  

Tardiness  
Tardiness will not be tolerated due to the disruption of the rest of the class and the potential 
for the student to miss quizzes and/or other vital information. Any student tardy more than 
twice will be required to meet with a member of the Command Staff prior to returning to 
class. Any student tardy more than three times will be required to meet with the Program 
Coordinator and the student’s Chief Officer. The reason(s) for the tardiness and the 
student’s past history in the program will be considered in the determination of any 
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corrective or disciplinary action up to and including dismissal from the program. As a guide, 
one (1) tardy will result in the equivalent of one-half (1/2) absences off of your final grade.  

Reading Assignments  
Students are required to complete the reading of each chapter prior to the classroom 
session.  Pre-reading of chapters will assist the student in the understanding of the lesson 
being taught as well as lending to better classroom participation. A quiz may or may not be 
given at the start of class on any topic previously covered up to and including the topic to be 
cover that class  
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Instructor Section  

Lead Instructor Responsibilities:  
 Provide Student Guidance  

 Assures Safe Recruit Training Practices and Environment  

 Supports academy administration  

 Maintains organizational structure  

 Provides classroom and practical instruction  

 Assist in Online Content and Testing Management  

 Assist in testing  

 Lead Instructors must be instructor-certified and competent in the subject being 
taught.  

 Responsible for proper delivery of curriculum and practical objectives to the 
students; as outlined by the Program Coordinator.  

 Selects Assistant Instructors. Lead instructors will submit an assistant instructor 
roster to the Program Coordinator two weeks prior to class of instruction. For 
insurance, payroll, liability, and accountability reasons, all Assistants, Aspiring 
Instructors, and Observers that will be present at training must be listed on the 
Assistant Roster Form.  

 Supervises Assistant Instructors and ensures objectives are being followed and met.  

 Responsible for requesting the desired equipment, materials and training facility from 
the Program Coordinator or assistant 30 days prior to the date that the requested 
equipment is needed  

 Responsible for completing and returning all required documentation, including 
hours worked and progress charts at the completion of every class.  

 

Appearance & Grooming  
This program abides by Maine Bureau of Labor Standards respiratory protection standard 
(OSHA 29 CFR 1910.134). Instructors are expected to follow these guidelines while 
participating in any training program.  

All Instructor, Lead and Assistant,  will be in a uniform of:  

 Shirt -Department uniform, academy-issue polo, or Collared shirt with tie  

 Pants -Department uniform, or other type appropriate for class material delivered  

 Shoes -Must be closed-toe. Boots are recommended due to the level of protection 
they provide.  

High heat and or strenuous physical activity:  

 Shorts may be worn when Personal Protective Clothing is used.  

Cold weather  
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 Department job shirt or sweatshirt will be permitted  

Assistant Instructor Responsibilities:  
 Provide Student Guidance  

 Supports academy administration  

 Maintains organizational structure  

 Assist in classroom and practical instruction  

 Assist in testing  

 Assures Safe Recruit Training Practices and Environment  

 Assistant Instructors can be a certified instructor, training officer or aspiring instructor 
competent in the subject area and with knowledge curriculum  

 Responsible for proper delivery of curriculum and practical objectives to the 
students; as outlined by the Program Coordinator.  

 

Support Personnel (Operators):  
 Equipment operators  

Apprentices:  
 Those aspiring to become instructors for the program will be filling these rolls as part 

of the path to instructor. They will be assigned a direct supervisor. They are to follow 
the strict guidelines presented to them. These personnel will have specific functions 
and be included on the roster. At no time will an Apprentice teach or observe in an 
IDLH atmosphere without a supervisor.  


