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National Fire Academy 
 

R0129 – Fire Service Course Design--One Week 
Version: 1st Edition, 11th Printing, December 2013 

Quarter: 
ACE Credit: In the upper division baccalaureate degree category, two semester 

hours in public administration or public safety. 
IACET Continuing Education Units: 3.2 

 
Length of Course: 6 Days (48 contact hours, Sunday – Friday) 

Prerequisite: Yes 
Curriculum: Training Programs 

Training Specialist: Woody Stratton 
Instructor: 

Instructor email/phone: 
Classroom: J- 

Meeting Time: 8 AM – 5 PM 
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Course Description (Catalog) 
 
R0129 – Fire Service Course Design--One Week. This six-day course provides students with the 
necessary skills to apply training design principles to courses that will be used by other 
instructors. Students identify a training need within their organization as a pre-course 
assignment. During the class, students apply principles to create the design of the training 
program that meets their identified training need (from the pre-course assignment) for their 
jurisdiction or organization. 
 
In designing their own training program, students conduct a needs assessment, develop a job task 
analysis, establish goals and objectives, design an evaluation plan, determine instructional 
methods and activities to be used, and plan for media and instructional materials. 
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Student Qualifications (Primary and Secondary Audience) 
 
Fire service personnel with course design and development responsibilities. 
 
 
Course Scope (Goal) 
 
The goals of this course are for you to: 
 
• apply and use accepted standards and processes instructional design; and 
• develop a design document for your own course. 
 
 
Course Objectives (Course Learning Outcomes – TLOs) 
 
After successfully completing this course, you will be able to accomplish the following: 
 
• Given definitions of the roles of the instructor and course designer, differentiate the roles 

as they apply to the Instructional System Design (ISD) process. 
• Given methods for determining training needs and the precourse assignment, evaluate if 

they are working on the correct problem for training.  
• Given the precourse assignment and a checklist, describe at least five characteristics of 

the target audience for their design project. 
• Using their approved project topic, complete two job task analyses according to the 

criteria provided in this unit. 
• Write a course goal for their training course.  
• Write clear, concise, and measurable objectives using the ABCD method. 
• Given a course goal and terminal objective for the course design project, select a course 

organizational strategy or strategies that will maximize learning. 
• Develop an evaluation plan, including evaluation tools, for their course design project. 
• Using the information in the unit, the task analysis, and sequenced course objectives, 

determine a minimum of two appropriate instructional methods and one learning activity 
to use for each enabling objective. 

• Given the enabling objectives in their course project, identify media according to the 
criteria presented in this unit. 

• Given the completion of the course design, determine Instructor Guide (IG) and Student 
Manual (SM) formats suitable for use in the course they are designing. 

• Evaluate the process used to create their Course Design Project. 
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Course Delivery Method 
 
The National Fire Academy (NFA) offers specialized training courses and advanced 
management programs of national impact in an academic classroom environment on campus at 
the National Emergency Training Center (NETC) in Emmitsburg, Maryland. This classroom 
course is designed for the national level fire service officer from State and local fire service 
organizations. During this 6-day delivery, students will reside in dormitories provided on campus 
with classes conducted in classrooms designed for critical student/instructor interaction. All 
course materials are designed for interactive classroom environments, in either paper notebook 
or electronic formats. 
 
 

https://apps.usfa.fema.gov/nfacourses/#courses
https://apps.usfa.fema.gov/nfacourses/#courses
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Course Schedule 
 
The purpose of the course schedule is to give you, at a glance, the required preparation, 
activities, and evaluation components of your course. 

 

FR
ID

A
Y 

U
ni

t 9
:  

C
ou

rs
e 

M
an

ua
ls

 
 St

ep
 9

:  
C

ou
rs

e 
M

an
ua

ls
 

U
ni

t 1
0:

  C
ou

rs
e 

C
on

cl
us

io
n 

 

TH
U

R
SD

A
Y 

U
ni

t 7
:  

Se
le

ct
in

g 
In

st
ru

ct
io

na
l 

M
et

ho
ds

 a
nd

 
C

re
at

in
g 

Le
ar

ni
ng

 
A

ct
iv

iti
es

 

U
ni

t 8
:  

Se
le

ct
in

g 
In

st
ru

ct
io

na
l 

M
ed

ia
 

R
ea

d 
U

ni
t 9

 o
f 

St
ud

en
t M

an
ua

l 
 St

ep
 7

:  
Se

le
ct

in
g 

M
et

ho
ds

 o
f 

In
st

ru
ct

io
n 

an
d 

D
es

ig
ni

ng
 

Le
ar

ni
ng

 
A

ct
iv

iti
es

 
 St

ep
 8

:  
Se

le
ct

in
g 

M
ed

ia
 

W
ED

N
ES

D
A

Y 

U
ni

t 5
:  

C
ou

rs
e 

O
rg

an
iz

at
io

n 
an

d 
C

on
te

nt
 

C
on

si
de

ra
tio

ns
 

U
ni

t 6
:  

D
et

er
m

in
in

g 
a 

C
ou

rs
e 

Ev
al

ua
tio

n 
Pl

an
 

R
ea

d 
U

ni
ts

 7
 a

nd
 

8 
of

 S
tu

de
nt

 
M

an
ua

l 
 St

ep
 5

:  
C

ou
rs

e 
O

rg
an

iz
at

io
n 

 St
ep

 6
:  

D
et

er
m

in
in

g 
C

ou
rs

e 
Ev

al
ua

tio
n 

Pl
an

s 

TU
ES

D
A

Y 

U
ni

t 4
:  

G
oa

ls
 a

nd
 

O
bj

ec
tiv

es
 

U
ni

t 4
 (c

on
t’d

) 

R
ea

d 
U

ni
ts

 5
 a

nd
 

6 
of

 S
tu

de
nt

 
M

an
ua

l 
 St

ep
 4

:  
W

rit
e 

C
ou

rs
e 

G
oa

l a
nd

 
O

bj
ec

tiv
es

 

M
O

N
D

A
Y 

U
ni

t 3
:  

C
on

du
ct

in
g 

th
e 

Jo
b 

Ta
sk

 
A

na
ly

si
s 

U
ni

t 3
 (c

on
t’d

) 

R
ea

d 
U

ni
t 4

 o
f 

St
ud

en
t M

an
ua

l 
 St

ep
 3

:  
C

on
du

ct
in

g 
a 

Jo
b 

Ta
sk

 
A

na
ly

si
s 

SU
N

D
A

Y 

U
ni

t 1
:  

In
st

ru
ct

io
na

l D
es

ig
n 

U
ni

t 2
:  

N
ee

ds
 

A
ss

es
sm

en
t 

 Fo
rm

--
Pr

oj
ec

t 
G

ro
up

s 

R
ev

ie
w

 U
ni

ts
 1

 
an

d 
2 

of
 S

tu
de

nt
 

M
an

ua
l 

 R
ea

d 
U

ni
t 3

 o
f 

St
ud

en
t M

an
ua

l 
 St

ep
 1

:  
C

on
du

ct
in

g 
a 

Tr
ai

ni
ng

 N
ee

ds
 

A
ss

es
sm

en
t 

 St
ep

 2
:  

D
ef

in
in

g 
a 

Ta
rg

et
 A

ud
ie

nc
e 

 

 

A
M

 

PM
 

EV
EN

IN
G

 



5 

Course Resources (Instructional Materials) 
 
In order to be fully prepared, obtain a copy of the required textbooks and other instructional 
materials prior to the first day of class. 
 
Required Readings 
 
The student must complete required readings during the course to be able to thoughtfully 
participate in discussions and activities. 
 
None. 
 
Suggested Reading/Resources 
 
Suggested readings and resources are not evaluated, but may enhance the student’s 
understanding, serve as additional sources for citation and promote discussion of course material. 
 
None. 
 
Required Resources (Course Textbook) 
 
Student Manual. 
 
Supplemental Resources (Supplemental Course Textbook) 
 
None. 
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Grading Methodology (Evaluation Procedures) 
 

INSTRUCTOR’S GRADING GUIDE WITH STUDENT ACTIVITY SCORING PLAN 
 
Grading Structure and Rubrics by Student Activity With Individual Student Score 
Cards 
 
Course Final Examination      25 points 
Individual Student Community Projects 
 
 Job Task Analysis (3.6)     25 points 
 Course Goals and Objectives (4.5)    25 points 
 Course Organization and Content (5.2)   10 points 
 Evaluation Plan (6.2)      5 points 
 Course Learning Activities, Instructional Methods (7.2) 5 points 
 Media Selection (8.1)      5 points 
    TOTAL    100 points 
 
A minimum final grade of at least 70 percent is required to pass this course. 
 

Numerical Score Letter Grade 

 
100-90 

 

 
A 

 
89-80 

 

 
B 

 
79-70 

 

 
C 

 
69 or below 

 

 
F 

 
 
Required Reading Assignments 
 
Student completion of reading assignments will be done via evaluation of their class 
participation and will not be a separately graded activity. 
 
Suggested Readings 
 
Suggested readings are not evaluated, but may enhance the student’s understanding and promote 
discussion of course material. 
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Course Outline 
 
Unit 1: Instructional Design (Day 1) 
 
Objectives 
 
Terminal Objective 
 
Given definitions of the roles of the instructor and course designer, the students will be able to 
differentiate the roles as they apply to the Instructional System Design (ISD) process. 
 
Enabling Objectives 
 
Given a lecture and the ISD model, the students will: 
 
1. Discuss the role of the instructor as it applies to the ISD process. 
 
2. Discuss the role of the instructional designer as it applies to the ISD process. 
 
3. Identify the components of the ISD process with 100-percent accuracy. 
 
 
Unit 2: Needs Assessment (Day 1) 
 
Objectives 
 
Terminal Objectives 
 
The students will be able to: 
 
1. Given methods for determining training needs and the precourse assignment, evaluate if 

they are working on the correct problem for training. 
 
2. Given the precourse assignment and a checklist, describe at least five characteristics of 

the target audience for their design project. 
 
Enabling Objectives 
 
The students will: 
 
1. Given a lecture/discussion, identify the process used to determine training needs, 

according to the material presented. 
 
2. Given a case study, classify training problems as motivational, training, or 

environmental, according to the material presented. 
 
3. Given a precourse assignment and the lecture, evaluate the precourse assignment to 

determine whether the four-step training needs assessment process was applied. 
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4. Given a precourse assignment, complete the audience analysis checklist from the 
information according to criteria provided. 

 
5. Review the precourse assignment on audience identification. 
 
 
Unit 3: Conducting the Job Task Analysis (Day 2) 
 
Objectives 
 
Terminal Objective 
 
Using their approved project topic, the students will be able to complete two job task analyses 
according to the criteria provided in this unit. 
 
Enabling Objectives 
 
Given the information from this unit, the students will: 
 
1. Describe the three methods for conducting a job task analysis. 
 
2. Identify the eight components of the job task analysis. 
 
3. Evaluate the job task analysis by completing the Assessment Checklist with 100-percent 

accuracy. 
 
 
Unit 4: Goals and Objectives (Day 3) 
 
Objectives 
 
Terminal Objectives 
 
Given a fire service topic and a task analysis for the topic, the students will be able to: 
 
1. Write a course goal for their training course. 
 
2. Write clear, concise, and measurable objectives using the ABCD method. 
 
Enabling Objectives 
 
The students will: 
 
1. Given a lecture/discussion, accurately describe the relationship between a task analysis 

and the course goal to bridge the training gap. 
 
2. Accurately describe the benefit of a course goal according to the material presented. 
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3. Correctly distinguish between a terminal and enabling objective in the Instructional 
System Design (ISD) process, according to the material presented. 

 
4. Correctly identify the three domains of learning, given a lecture and activity. 
 
 
Unit 5: Course Organization and Content Considerations (Day 4) 
 
Objectives 
 
Terminal Objective 
 
Given a course goal and terminal objective for the course design project, the students will be able 
to select a course organizational strategy or strategies that will maximize learning. 
 
Enabling Objectives 
 
Given the course goal, terminal objective, and the course design strategy the students will: 
 
1. Sequence the terminal objective according to the prescribed method. 
 
2. Sequence units of instruction to facilitate the transfer of training, according to a 

prescribed method. 
 
3. Prepare a content outline for each enabling objective with the correct outlining procedure. 
 
 
Unit 6: Determining a Course Evaluation Plan (Day 4) 
 
Objectives 
 
Terminal Objective 
 
The students will be able to develop an evaluation plan, including evaluation tools, for their 
course design project. 
 
Enabling Objectives 
 
Given the information from this unit, the students will: 
 
1. Correctly evaluate the course designer’s responsibility concerning test reliability, 

validity, and recordkeeping. 
 
2. Define the characteristics of a formative evaluation instrument with 100-percent 

accuracy. 
 
3. Define the characteristics of a summative evaluation instrument with 100-percent 

accuracy. 
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4. Given a set of instructive objectives, identify the domain and type of test accurately. 
 
5. Identify the types of evaluation for the course, the student, and the instructor, according 

to before, during, and after class criteria. 
 
 
Unit 7: Selecting Instructional Methods and Creating Learning Activities (Day 5) 
 
Objectives 
 
Terminal Objective 
 
Using the information in this unit, the task analysis, and sequenced course objectives, the 
students will be able to determine a minimum of two appropriate instructional methods and one 
learning activity to use for each enabling objective. 
 
Enabling Objectives 
 
The students will: 
 
1. Given instructional objectives, identify at least two appropriate alternative instructional 

methods with the Instructional System Design (ISD) process. 
 
2. Given an instructional objective, create a learning activity for their instructional task in 

accordance with the methods and feedback. 
 
 
Unit 8: Selecting Instructional Media (Day 5) 
 
Objectives 
 
Terminal Objective 
 
Given the enabling objectives in their course project, the students will be able to identify media 
according to the criteria presented in this unit. 
 
Enabling Objectives 
 
Given a list of objectives, the students will: 
 
1. State the correct types of learning they represent. 
 
2. Select the appropriate types of media for each objective. 
 
 



11 

Unit 9: Course Manuals (Day 6) 
 
Objectives 
 
Terminal Objective 
 
Given the completion of the course design, the students will be able to determine Instructor 
Guide (IG) and Student Manual (SM) formats suitable for use in the course they are designing. 
 
Enabling Objectives 
 
The students will: 
 
1. Given a lecture/discussion, list the six items to consider when developing a course 

manual. 
 
2. Given an example IG and SM, evaluate the completeness and accuracy of each according 

to the suggested components in the SM. 
 
 
Unit 10: Course Conclusion (Day 6) 
 
Objectives 
 
Terminal Objective 
 
The students will be able to evaluate the process used to create their Course Design Project. 
 
Enabling Objectives 
 
The students will: 
 
1. Identify the steps that are needed to complete the Course Design Project. 
 
2. Describe the purpose of a train-the-trainer program for new programs. 
 
 
Policies 
 
Class Attendance and Cancellation Policy 
 
Attendance 
 
• You are required to attend all sessions of the course. If you do not, you may not receive a 

certificate, and your stipend may be denied. 
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• If you need to depart campus early and miss any portion of the course and/or graduation, 
you must make the request in writing to the NFA training specialist. The training 
specialist, in collaboration with the superintendent, may waive the attendance 
requirement in order to accommodate you with extraordinary circumstances as long as 
you complete all course requirements. If you receive approval for departing early, you 
must forward the approval to the Admissions Office so your stipend reimbursement is not 
limited. 

 
Student Substitutions 
 
Substitutions for NFA courses are made from waiting lists; your fire department can’t send 
someone in your place. 
 
Cancellations or No-Shows 
 
NFA’s mission for delivery of courses is impaired significantly by cancellations and no-shows. It 
is very difficult and costly to recruit students at the last minute. Currently there is a two-year ban 
on student attendance for students who are no-shows or cancel within 30 days of the course start 
date without a valid reason. If you receive such a restriction, your supervisor needs to send a 
letter to our Admissions Office explaining the cancellation/no-show. 
 
Course Failure 
 
If you fail an on-campus course, you will not be issued a stipend for that course. You can reapply 
for the failed course or any other NFA course and go through the random selection process. You 
don’t have to successfully complete the failed course before attending another NFA course. 
 
Student Code of Conduct Policy 
 
Students, instructors and staff are expected to treat each other with respect at all times. 
Inappropriate behavior will not be tolerated and may result in removal from campus and denial 
of stipends. 
 
Writing Expectations 
 
Student writing will conform to the generally accepted academic standards for college papers.  
Papers will reflect the original work of the student and give appropriate credit through citations 
for ideas belonging to other authors, publications or organizations. Student written work should 
be free of grammatical and syntax errors, free of profanity or obscene language or ideas, and 
reflect critical thinking related to the course subject matter. 
 
Citation and Reference Style 
 
Attention Please: Students will follow the APA, Sixth Edition as the sole citation and reference 
style used in written work submitted as part of coursework to NFA. Assignments completed in a 
narrative essay, composition format, abstract, and discussion posts must follow the citation style 
cited in the APA, Sixth Edition. 
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Late Assignments  
 
Students are expected to submit classroom assignments by the posted due date (11:59 p.m. 
EDT/EST) and to complete the course according to the published class schedule. As adults, 
students, and working professionals, you must manage competing demands on your time. 
Discussion board postings submitted within 3 days after the submission deadline will receive up 
to a 20% deduction. Those that do not submit their discussion board postings within this timeline 
will receive a “0” grade for the week. Final assignment papers will not be accepted after the 
deadline. Any paper submitted after the deadline will receive a “0” grade for that assignment. 
 
Netiquette 
 
Online learning promotes the advancement of knowledge through positive and constructive 
debate – both inside and outside the classroom. Forums on the Internet, however, can 
occasionally degenerate into needless insults and “flaming.” Such activity and the loss of good 
manners are not acceptable in a professional learning setting – basic academic rules of good 
behavior and proper “Netiquette” must persist.  Remember that you are in a place for the rewards 
and excitement of learning which does not include descent to personal attacks or student attempts 
to stifle the forum of others. 
 
• Technology Limitations. While you should feel free to explore the full-range of creative 

composition in your formal papers, keep e-mail layouts simple. The NFA Online 
classroom may not fully support MIME or HTML encoded messages, which means that 
bold face, italics, underlining, and a variety of color-coding or other visual effects will 
not translate in your e-mail messages.  

 
• Humor Note. Despite the best of intentions, jokes and especially satire can easily get lost 

or taken seriously. If you feel the need for humor, you may wish to add “emoticons” to 
help alert your readers:  ;-), : ),  . 

 
Disclaimer Statement 
 
Course content may vary from the outline to meet the needs of this particular group. 
 
Grading 
 
Please review the following rubrics that explain how grades will be awarded. 
 
Students who do not complete the entire course will be awarded an Incomplete (I) grade.  In 
accordance with National Fire Academy academic policies, an Incomplete (I) grade must be 
removed by the end of the next semester following the course, or it automatically becomes a 
Failing (F) grade.  
 
If you fail an on-campus course, you will not be issued a stipend for that course. You can reapply 
for the failed course or any other NFA course and go through the random selection process. You 
don’t have to successfully complete the failed course before attending another NFA course. 
 
http://www.usfa.fema.gov/training/nfa/admissions/student_policies_campus_information.html 

http://www.usfa.fema.gov/training/nfa/admissions/student_policies_campus_information.html
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Academic Honesty 
 
Students are expected to exhibit exemplary ethical behavior and conduct as part of the NFA 
community and society as a whole. Acts of academic dishonesty including cheating, plagiarism, 
deliberate falsification, and other unethical behaviors will not be tolerated. 
 
Students are expected to report academic misconduct when they witness a violation. All cases of 
academic misconduct shall be reported by the instructor to the Training Specialist. 
 
If a student is found to have engaged in misconduct and the allegations are upheld, the penalties 
may include, but are not limited to one or a combination of the following: 
 
• expulsion, 
• withholding of stipend or forfeiture of stipend paid, 
• exclusion from future classes for a specified period; depending on the severity it could 

range from 1-10 years, and/or 
• forfeiture of certificate for course(s) enrolled in at NETC. 

 
Refer to NFA-specific Standard Operating Procedure 700.1 – Academic Code of Conduct and 
Ethics for more information. 
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Grading Rubrics 
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