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GUIDELINES

· Must maintain professional demeanor at all times

· Must comply with current SOP’s, best practices procedures, and radio procedures

· Must complete paperwork in timely manner

· Maintain diligent supervision of trainee at all times

· Must be able to effectively train/communicate with the trainee

· CTO responsible for ensuring that the trainee be exposed to a minimum of four days on a fire frequency per week

· Extra curricular activities will be restricted at all Fire positions while actively training

· When assigned a trainee - if taking an approved day off it is the responsibility of the assigned CTO to make prior arrangements with an active CTO for the trainee and notify the appropriate supervisor

· When assigned a trainee, the CTO must maintain an 80% or higher actual training ratio.  Actual training defined as time spent with the trainee during assigned period
TERMINATION OF CTO STATUS 
Causes for termination of CTO status may include, but are not limited to, the following:

· Accumulating 3 CTO infractions

· Needs improvement or unsatisfactory overall on an evaluation

· Having a current progressive disciplinary action in file

· Not completing the certification or re-certification program within two years

· Non-compliance with county’s Attendance Policy
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A CTO may resign on a voluntary basis at any time by submitting a memorandum to the FCO through the chain of command.

ROLE, RESPONSIBILITIES AND DUTIES OF THE CTO


The CTO’s attitude and demeanor observed by the trainee will have a lasting effect.  In essence, the role of the CTO becomes supervisor, teacher, mentor, and counselor.

The CTO will be the first supervisor in the chain of command and will have direct supervisory responsibility for the trainee.

As a teacher, the CTO will be responsible for explaining, reinforcing and enforcing the material taught in the classroom.  The CTO will also provide coaching on more effective way of executing these tasks.  This could be accomplished by reemphasizing the importance of prioritizing, being consistent and being thorough.  The CTO will also be responsible for preparing and submitting the Daily Observation Report (DOR) and weekly evaluations with input from the supervisors.  The evaluation is for documentation and should be used as a teaching tool.  These evaluations should be honest, objective and free of prejudice and bias.

As a mentor, the CTO must display leadership and show respect for the standard operating procedures of the department.  The CTO should serve as a role model by showing respect towards all co-workers and other agencies.  As a mentor, you must also be kind, courteous, patient, understanding and compassionate.  

Finally as a counselor, the CTO must be aware of the disposition of the trainee and provide emotional support and guidance at times.  The CTO will need to be able to empathize with the trainee’s position and overwhelming feelings while dealing with the new environment, nervousness and uncertainty.
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The following are some points and guidelines that a CTO should consider: 

· Meet with trainee prior to the beginning of training to give the trainee an overview of the training phases and your expectations and role in the CTEP

· Be respectful to the trainee,  peers, supervisors and fellow CTO’s

· Maintain active training at all positions.  This can be done through   drills, reading/reviewing manuals, exercises, and map work

· Coordinate schedule to best accommodate the trainee’s need (Relief 4, 5 & 6 are not permitted)

· Trainees should not be participating in extra curricular activities of any type while sitting a fire console

· The FCT Coordinators must approve any changes made to the trainee’s shift

· The supervisor and FCT Coordinator must approve any time the trainee will not be at work

· Evaluations will be either weekly or daily.  The weekly evaluations should be completed by Monday of every week  

· Request and receive relief by a supervisor from the console to write and present evaluations

· Obtain input from supervisor prior to presenting evaluation to the trainee

· Maintain standards for attendance, tardiness, sickness for yourself and your trainee
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The CTO will be counseled and provided with objective feedback when they have demonstrated behavior and/or performance that does not meet the high standards expected of a CTO.  The training division will document all conferences in writing and an appropriate entry will be documented in the CTO’s file.

By using the infraction system, an established system of record keeping will maintain a level of training that is consistent and standardized for all CTOs.  This record keeping offers both the CTO and Training Division a reference point for determining compliance with the CTO guidelines.  The Training Division in conjunction with the supervisors will validate the infraction of CTO at the time of occurrence.  The infractions will be recorded in the CTO’s file.    

Upon validation of the first infraction, the CTO will receive written notification and given remediation.  Upon validation of a second infraction, the CTO will receive written notification, be given remediation, have a conference with the Training Division and placed on probation.  Upon validation of the third infraction, the CTO will be placed on an inactive list and remain inactive for a total of 12 months.

Cumulative Infractions:

Displaying unprofessional demeanor


Neglecting to properly supervise trainee

Relinquishing trainee during assigned training session
Violation of active training ratio

Neglecting to make arrangements for trainee when on leave

Not complying with dispatch SOPs, standard radio procedures and best practices

Confirmation of ineffectively communicating or training

Violation of proper seating assignment procedures (Relief 4, 5, or 6)

Violation of evaluation procedures – failure to submit evaluation in excess of five workdays

Violation of extra curricular activities - on fire frequency Phase 2 & 3


All infractions will remain in file for 1 year from date issued.
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