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SECTION 1: HOW TO PREPARE FOR AND TAKE
THE CITY OF MIAMI DEPARTMENT OF
FIRE-RESCUE FIREFIGHTER EXAMINATION

GENERAL INFORMATION ABOUT THE EXAMINATION = = |

The purpose of this section is to help you prepare for the City of Miami Department of Fire-
Rescue Firefighter Examination. This examination consists of two parts: 1) Lecture and
Demonstration Test and 2) Written Comprehension Test. You will take both parts of the
examination on the same day.

This section contains:
» specific suggestions on how to prepare for the examination;
= a description of the two parts of the examination; and

» information about a sample videotape that will be available to help you prepare for the

Lecture and Demonstration Test.

In addition to this booklet, you also were given another booklet -- a “Reference Booklet for the
Lecture and Demonstration Test.” A videotape is also available for viewing. This videotape
provides a sample for Part | of this examination, the “Lecture and Demonstration Test.” If
you did not do so when you picked up these printed materials, you should arrange to see the
video.

Again, the purpose of this booklet is to help you prepare to take the Firefighter Examination.
It is very important that you sit down in a quiet place and review the material in this booklet.
After you completely review the material, you should choose other times when you can sit
quietly and reread the material. Please remember that the material in this booklet is designed to
help you prepare for the examination. You will not need this booklet at the time you actually
take the examination. Therefore, you will not be allowed to bring this booklet into the
examination room. All of the materials you need to take the examination will be given to you at
the time of the examination.



A study of the job of Firefighter for the City of Miami Department of Fire-Rescue showed that a
number of abilities are necessary in order to perform the job of Firefighter. Some of the abilities
are physical abilities, like the ability to push, pull, or lift. These abilities will be tested in the
Physical Abilities Test. This booklet does not describe what you need to do in order to prepare
for the Physical Abilities Test. Information on and demonstrations of the Physical Abilities Test
will be given at another time. This booklet only describes the examination for the verbal and
written comprehension abilities that are important for a Firefighter. These important verbal and

written comprehension abilities are:

1. The ability to read and understand written material.

2. The ability to understand verbal communication from others.

The examination will be used to measure these abilities. Before describing the two tests, we will

give you some general information about the whole examination.




WHAT TO DO BEFORE YOU COME TO THE EXAMINATION =

Here are some suggestions for what to do before the examination, and for getting to the

examination place on time with the proper items that you will need to take the examination.
» Be well rested. Get a good night’s sleep the night before the examination.

= Allow plenty of time to get to the examination. If you are rushed and late, you will be
upset when you get there. Plan to get there at the scheduled time for the examination.

If you are late, you will not be allowed to take the examination.

= Come to the examination dressed comfortably. You will be there for several hours. The
room where the test will be administered is air-conditioned. Bring a sweater or light
jacket if you get cold easily.

* Do not bring any booklets or reading materials to the examination. You will not be
permitted to bring them in. All materials you need to complete the examination,

including pencils, will be given to you at the examination.

* Be sure to bring your yellow appointment card and an acceptable picture ID. An
acceptable picture ID is limited to the following: Florida Driver’s License, Florida
Identification Card issued by the Department of Motor Vehicles; passport; military
identification card; or alien registration card.
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L__ ~ DURING THE EXAMINATION

The entire examination process, including registration, will take approximately five hours. The
two test parts will take a total of about three hours. If you work at a steady pace and follow

the test directions, you should have time to finish the entire examination.

Some people are nervous when they take an examination. Up to a point, there is nothing wrong .
with that. However, it is not good to be so nervous that all you can think about is how nervous
you are. You need to keep your mind on the test questions, and not on your feelings. To
improve your ability to concentrate, use the ideas we give you in this section on how to study
and prepare for the examination. The more prepared you are, the more comfortable you will

feel during the examination.

In an examination like this one, some questions are easy and some are hard. Probably no one
will make a perfect score. |f it.is hard for you to figure out an answer, it is probably hard for
other people too. Keep your mind on the examination, and try to answer every question. There

is no penalty for guessing.

Do not pay attention to other persons who are taking the examination. Concentrate on your

examination.
You will probably be more comfortable taking the examination, and do better on it, if:

* You follow the suggestions presented in this section on how to prepare for an

examination.
* You are familiar with the types of questions used in the examination.

The sample test in Section 2 of this manual, and the sample videotape that will be available for

viewing, will familiarize you with the tests you will actually take.




DESCRIPTION OF THE TWO PARTS OF THE EXAMINATION

The examination is made up of two separate test parts:
1. Lecture and Demonstration Test
2. Written Comprehension Test

You will take both test parts on the same day.

The answer format for the test parts will be "multiple-choice", "agree-disagree" or "multiple list"
format. The multiple list format questions may have more than one correct response. Indicate
all correct responses. You will be told the maximum number of answers you may select. (More

information on how to complete your answer sheet appears on pages 10-13 of this section.)

PART 1 - LECTURE AND DEMONSTRATION TEST

The purpose of this test is to measure your ability to read and understand written material
and your ability to understand information by listening and observing. Along with this
booklet, you have received a booklet with a blue cover titled "REFERENCE BOOKLET FOR
LECTURE AND DEMONSTRATION TEST." You should read the material in that booklet to
make sure that you familiarize yourself with what is being described in it. If there are some
words that you do not understand, you should use a dictionary to help you. If you do not have a
dictionary, any public library will have one available for you to use.

Any information that you need from the "REFERENCE BOOKLET FOR LECTURE AND
DEMONSTRATION TEST" will be provided to you again on the day of the test along with
additional information that will be presented in a videotap.ed lecture. Remember, you will
not be allowed to bring your “REFERENCE BOOKLET FOR LECTURE AND
DEMONSTRATION TEST” to the examination. However, if you are familiar with the material
that is in the “REFERENCE BOOKLET FOR LECTURE AND DEMONSTRATION TEST,” you



will have a better understanding of the background upon which the videotaped lecture will be
based.

For this part of the examination, you will have read the “Reference Booklet for Lecture and
Demonstration Test” prior to the test and will view and listen to a videotaped presentation on the
day of the examination that will be part lecture and demonstration. The demonstration will be by
a trainer to a trainee on how to use a piece of equipment. You will be asked questions about
what you have read, heard, and seen on the videotape during the lecture and demonstration.
These questions test your ability to read and understand written material and your ability to

understand information by listening and observing.

For example, on the videotape, a trainer will interact with a trainee and explain as well as
demonstrate how a piece of equipment should be used. The videotape presentation will also
show a trainee answering questions and demonstrating the use of the same piece of equipment.
After the trainee answers a question or demonstrates the use of the equipment, a question will
appear on the screen asking you whether the trainee’s answer was correct or whether the
trainee used the equipment in the way the trainer said it should be used. The questions will
appear directly on the screen, and you will complete your answer sheet by filling in the circle

for the correct answer.

Because this test involves a videotaped lecture and demonstration, we are unable to provide a
sample videotape to each candidate as part of the preparation material. A sample videotape
of this test will be available for you to view, however, at a central location, and you will have
a chance to practice answering questions exactly like the type that will appear on the actual test.

Practice is important. You should make sure that you view the sample videotape and take the

sample test before you take the actual test. The actual test will use the same type questions as
described on pages 10-13 of this booklet.

PART 2 - WRITTEN COMPREHENSION TEST

The purpose of this test part is to measure your ability to read and understand written
material. For this part of the test, you will be asked to read some written materials that have
been excerpted from a set of reference materials and then answer questions about the

materials. The questions that you will be asked will be a multiple-choice or multiple list type




guestion where you will choose one or more possible answers and fill in the circle or circles on
the answer sheet to represent your answer. The material on this test will be selected from
Section 2 of this booklet titled "SECTION 2: REFERENCE MATERIAL FOR WRITTEN
COMPREHENSION TEST."

"SECTION 2: REFERENCE MATERIAL FOR WRITTEN COMPREHENSION TEST" is being
provided to you before the test so that you have a chance to read and understand the material.
You do not need and should not try to memorize the material. When you take the test, we
are going to give you excerpts or portions of the same material that you will have already read.
The material for the test will be selected from the exact same material that appears in
"SECTION 2: REFERENCE MATERIAL FOR WRITTEN COMPREHENSION TEST."

You should practice for the examination by reading the material in "SECTION 2: REFERENCE
MATERIAL FOR WRITTEN COMPREHENSION TEST," in order to ensure that you understand
the information. Specific ways to study this material are:

» When you read, keep your mind on what you are reading.- Don't try to read where it is

noisy or where you are likely to be distracted.

» Set aside certain times when you will read, and be sure to test yourself for your ability to
understand the material.

* The more you practice the better off you will be. You should space your practice over a
period of time from now until you take the test. Practicing all at once the night before the
test does not work well.

= Besides reading and practicing understanding the materials that are given to you, it is
also important to practice understanding whatever you read. You can practice this on
any written materials including newspapers, magazines, and books. Questions that you
could ask yourself about these materials to help you find out whether you understand the
materials are:

1. How can | state the main idea or say the same thing using different words?



2. What information supports my statement of the main idea?
3. How can | use this information?

At the end of the section titled “SECTION 2: REFERENCE MATERIALS FOR WRITTEN
COMPREHENSION TEST,” there is a sample test for the Written Comprehension Test.
The questions on the sample test are written in the same way as the real test questions will be

written.

When you have completed the section (Section 1) you are now reading, and have learned alll
you can about preparing for the examination, you should take this sample test on pages 78-83.
Do not look at the answer sheet that gives the correct answers until you have completed
the entire sample test. Otherwise you will not really know how well you are doing in

understanding the material.

Your score on the sample test should be used only as a guide to how you handled the material.
If you find it difficult to answer the questions, you should continue to practice reading just the
way we described above. You might even make up your own questions from the Reference

Material or sample material and then see if you can answer them.
Please remember the following ideas:

» Do not try to memorize "SECTION 2: REFERENCE MATERIALS FOR WRITTEN
COMPREHENSION TEST." This will be a waste of your time because we will give you
the same material at the time of the test. Spend your time learning to “read to
understand” the material. If there are words you do not understand, you should use a
dictionary to help you. [f you do not have a dictionary, any public library will have one

available for you to use.

» Do not spend your time trying fo learn about fire departments. It will not help you during
the test. The test materials were written to measure the ability to understand written
information. The information in "SECTION 2: REFERENCE MATERIAL FOR WRITTEN
COMPREHENSION TEST" does not apply to any specific fire depariment. The test is




designed to measure what you understand about what you read. Therefore, you should

practice reading and understanding what you read.

* Do not spend your time researching or buying books on the topics covered in "SECTION
2: REFERENCE MATERIAL FOR WRITTEN COMPREHENSION TEST." It will not
help you during the test since you will only be asked questions about the material
presented to you on the day of the test.

» You will not need this booklet when you take the test, nor will you be permitted to take
any reading materials into the examination room. All materials that you need for taking

the test will be supplied at the time of the test.

Before taking any sample test, you should practice the skills that are described on pages 13-16
of this booklet in the portion titled, Effective Listening and Note Taking.



HOW TO USE THE ANSWER SHEET

There are three types of questions on the examination:
=  Multiple Choice

» Multiple List

= Agree/Disagree

Multiple Choice Questions

To mark your answer to a multiple choice question you need to find the question number on
the ANSWER SHEET that matches the question. Next find the answer option that matches
what you think is the correct answer. With your pencil, blacken the circle.

For example:

1. New Year’s Day comes in:

 b. February

 c. September
sodoOctober 0
~e. November

If you identified the correct answer as choice "a," blacken the circle below the letter "A" just to
the right of the No. 1 on the ANSWER SHEET. To show you how, we have blackened the circle
below the "A" in the example below.

A B C D E F G H J

@ 00 ® 6 ® ©@® 6
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Multiple List Questions

For multiple list questions you must select more than one answer from a list of options. You -
will be told the maximum number of answers you can select. When a question asks you to
mark multiple answers, you must mark no more than the number specified. For example, if the
question asks you to “identify 3 correct statements”, choose only 3 responses. You will receive
no credit for the question if you mark more than 3 responses. If you mark less than 3 responses,

you will receive credit only for the correct responses chosen.

Here is an example:

;_:2'4 From the list bé]oW‘, '5Sél'fevct‘ he_'gjcities'vth*at‘ are in the state of

o .J.Ayt’ili_ant’q;, {_; ::J
-~ b. Knoxville

c. v:-Ta»mpa}i :

. Lgxing_ftoh' -

The appropriate choices for this question are "c", "e", and "f". Therefore, in the example below,
the circle below each of these letters on the row to the right of the No. 2 has been blackened.
Remember, for multiple list questions you should not select more than the maximum

number of answers allowed.
A B C D E F G H | J

2 0O @ 0 ® 0 0 O ® © @

11



Agree/Disagree Questions

For agree/disagree questions you have the option of agreeing or disagreeing with a statement

or action. Here is an example:

3.  The number of days in a week is five.

To mark your answer, you need to find the question number on your ANSWER SHEET that '
matches the question. Next to that number you would blacken the circle below “A” if you agree
with the statement, or below “B” if you disagree. In the example below, we have blackened the

circle next to the No. 3 below the letter “B” (disagree), since there are not five days in a week.

A B| C | D E F| G| H I J

10006606 0|® 0|0

Please understand that the questions and answers shown on this page and the previous page
are not reading comprehension questions. They are only examples to show how to mark an
ANSWER SHEET.

Here are some hints to help you in marking your ANSWER SHEET:

1. In marking an answer on the separate ANSWER SHEET, be sure the question

number and answer space number are the same.

2. Check your ANSWER SHEET against the test booklet every few questions to see that
you are using the right line on the ANSWER SHEET.

3. If you want to change an answer, first erase completely the circle you filled in. Any
answer that you want to change must be erased completely, or your ANSWER
SHEET may be scored incorrectly. Then fill in the circle you think is the correct

answer.

12




4. Make your marks heavy and dark and completely darken the circles corresponding
to your choice.

5. Your score on each part of this examination will be the number of correct answers;
you will not lose any points for guessing. You should answer all of the questions.

If you don't know the answer, pick the answer you think is most likely to be correct.

6. Avoid making any stray marks on your answer sheet.

EFFECTIVE LISTENING AND NOTE TAKING

EFFECTIVE LISTENING SUGGESTIONS

In one part of the examination, the “Lecture and Demonstration Test,” there will be material
presented by a speaker on videotape. (The description of the test is on pages 5-6). It is very
helpful to take notes during the videotaped part of this test, when you are listening to the

presentation of information on videotape.

If you apply the following suggestions, you will find yourself listening more effectively to the
lecture and demonstration. ‘

——h

Determine what the speaker is saying that is important.

2. | the speaker indicates that the presentation will cover a certain number of specific
points (for example, the speaker says that there are 4 uses for a piece of equipment),
then you should organize your notes to make sure that the notes cover the 4 points.

3. Look for and listen to the main idea or ideas of the presentation.

4. Don't let your mind wander. Actively listen.

13



Take notes while you listen. Even if you recognize many things being said, write them
down, because you may not remember them later.

Do not pay attention to others taking the test. Pay attention to the speaker on the
videotape.

Practice listening by watching a news show on television. Outline what is being said.
Read back your outline to yourself and see if you can understand what has been said
by the speakers.

WHY TAKE NOTES?

1.

Taking notes forces you to listen carefully to what is being said.

Taking notes can help you remember. Personal notes in one's own words are easier
to understand and remember than textbook material.

Notes should represent a short and complete outline of the most important points and
ideas.

Notes may make ideas not fully understood in the written materials more clear, and
may add to information in the written materials.

Your notes should represent what you consider to be the important points or ideas

TAKING EFFECTIVE NOTES

1. Make your notes brief. Pick out the important points.

Never use a sentence when you can use a phrase. Never use a phrase when you
can use a word.

Use abbreviations and symbols whenever possible. Some note taking symbols are
presented in the following:

14




Write only the beginning of a word. Examples:

ref reference ' comp compare, comparison
diff difference, different ex example

def definition

Write only consonants and omit vowels. Examples:

stmnt statement Ik like

Use gto indicate "ing". Examples:

writg writing
meelg meeting
answerg answering

Be creative--build your own list and try it out.

In general, put most notes in your own words. However, for some parts of a lecture and

demonstration, such as the following, it is helpful to copy the information exactly as it is

presented:
a. Definitions
b. Specific Facts

C.

Specific Rules and Procedures

Try to figure out a pattern in what the speaker is saying. Is the speaker summarizing the

written material and highlighting important points, or trying to show relationships between

new material and material you already understand?

15



4,

5.

Note unfamiliar areas and check them against the written materials you read before the

lecture and demonstration.

Practice these suggestions on the sample tests.

16




STRATEGIES FOR ANSWERING QUESTIONS

By following the rules listed below, you can do your best.
RULE 1: Read and/or listen to the whole question carefully.

Be sure you know what the question asks and what the answer choices are. People sometimes
choose wrong answers simply because they failed to pay attention to part of the question or to
read all of the possible answers.

Read questions carefully and look at the different choices. Make sure you read every word in
the question. If you ignore words, you could pick a wrong answer to a very simple question. If
you read the questions too quickly, you might miss an important word or fact that would change

your answer.
RULE 2:  Use your time efficiently.

This is not an examination of how quickly you can read and answer questions. However, you
are not given all the time you might like to have. In the parts of the examination that require
reading, do it at a normal speed. Do not slow down just because you are taking an
examination. Move along so that you can finish the examination and have time left to go back

to do more work on questions that need it.
RULE 3: Choose the answer that is most correct.
To keep questions short, the questions cannot have a lot of detail. You should choose the best

answer. In other words, choose the answer that generally would be considered to be most

correct.

17



Consider the following sample question:

In reading this booklet, it is most important that a person:
a. read it more than once.

b. - understand what he or she reads.

c. read slowly.

Probably, some people will read this booklet slowly, and some will benefit from reading it more
than once. However, what is most important is that a person understands what he or she

reads in this booklet. Therefore, Choice b is the best answer.

RULE 4: Make decisions. For the “Written Comprehension Test,” decide something
about each question, and take action.

Your decision should be one of these five:

1. You know the answer. If you have little or no doubt about the answer, mark your

answer on the ANSWER SHEET. Spend no more time on that question.

2. You are fairly sure of the answer, but want to think some more about it later.
Mark your answer on the ANSWER SHEET and make a note of it in the test
booklet (not on your ANSWER SHEET) so it will be easier to find later when you
have time to review your answers. If you use this strategy, make sure you have

enough time to come back to review the answer later.

3. You can eliminate answers that you know are wrong. When you have trouble
choosing the best answer, but you have decided one or two answers are definitely
not the best, eliminate those from consideration. Then, direct your full attention to
the choices that are potentially correct. If you want to make notes, do so in your
test booklet, not on your ANSWER SHEET.

18




4, You think you can figure out the answer, but it will take you a lot of time.
Don’t mark any answer now. Just note the question in your test booklet so you can
find it when you are ready to come back to it. If you skip over a question, be very
careful when answering the following question. Make sure you are at the right '
place on your ANSWER SHEET. If you use this strategy, make sure you have

enough time to come back to answer the question later.

5. You don’t know the answer, so all you can do is guess. Make a guess and
mark the ANSWER SHEET. Don’t waste any more time on that question. There is
no penalty for guessing on any part of the exam, and you might guess right. If
you can narrow down your guessing to the most likely answers, you increase your

chance of guessing the correct answer.

RULE 5: For questions presented on the videotape, the “Lecture and Demonstration

Test,” you must decide on your answer when the question is presented.

You will be given enough time to answer the question; however, you will not have another
chance to come back to it after the question has been presented.

RULE 6: Don't change answers unless you have a good reason.

When people change their answers, they more often change from a right answer to a wrong one

‘than from a wrong one to a right one.- This occurs because they focus on part of the question or
choose the answer on the basis of information that is not given in the material. Or, people think
too much about what some part of a question says, and forget what the rest of the question

said. Thus, don’t change answers unless you have a good reason.

Finally, do not look for patterns in the answer choices you make. Tests are not designed to
have an equal numbers of a’s, b’s, ¢’s, d’s, and e’s for the correct answer. |f you find that you
choose one letter for your answer more often than any other letter, do not start thinking some of
your answers must be wrong.

19



RULE 7: Don't give up.

Many people give up too easily on test questions. If the question looks hard, they don't even
try. Sometimes people give up on a question because it looks technical, when all the
information needed is right there in front of them. Look for the specific information you need to

answer the question.

When you have answered all the questions in Part 2 - Written Comprehension Test, DON'T
STOP. Review your work and make sure you have answered all the questions. Look at your
work to be sure you made firm, black marks in the answer spaces. Be sure all erasures are
complete and that no stray marks are on the ANSWER SHEET.

20




STUDY SUGGESTIONS

Study in a quiet place. Do not study when you are also doing something else.

Don't prepare for the examination in a single session. Read your "REFERENCE
BOOKLET FOR LECTURE AND DEMONSTRATION TEST" and "SECTION 2:
REFERENCE MATERIAL FOR WRITTEN COMPREHENSION TEST" many times before
the test.

Look up words you don't understand in a dictionary.

See the sample videotape to learn about the “Lecture and Demonstration Test.”

Prepare for the examination by taking the sample tests under conditions similar to those

you will face when you actually take the examination.

a. Don't talk to anyohe else.
b.  Read and answer questions using a regular reading pace.
C. Don't look up answers before completing all study questions.

Practice taking the sample tests.

Make up your own tests and take them.

21






SECTION 2: REFERENCE MATERIAL FOR
WRITTEN COMPREHENSION TEST

IMPORTANT

None of the material in this manual may be brought into the
exam site. All materials you need to complete the exam will be
provided to you on the day of the exam.

You will need to read, study and understand the information in
this section in order to prepare for the exam. On the day of
the exam, you will be required to demonstrate that you
understand the information in this section, but you do not
need, and should not try, to memorize the material.

22







GENERAL INSTRUCTIONS

This section contains information you should read, study and understand in order to prepare for
Part 2 - Written Comprehension Test. The test questions for Part 2 - Written

Comprehension Test will be based solely upon the information presented in this section.
This complete set of material will not be given to you on the day of the test. Sections from it will

be presented in a test booklet. You will be asked questions on these sections.

You do not need to memorize the information in this section. The information that will
serve as the basis for test questions will be provided to you during the test. The test will
measure whether you can understand the material. The test will not measure whether you have
memorized the material.

The Written Corhprehension Test questions will be drawn only from the information contained i
pages 26-77 of this manual. You are not responsible for information on a topic beyond what is

presented in this booklet. A sample test is contained in Section 2 of this manual.

The information presented in this section is for a fictitious fire department in a fictitious
city called Palmdale. None of the information presented in this section refers to the City o
Miami Department of Fire-Rescue. However, it is similar to the kind of information you will be
given during training if you are selected as a firefighter. Although the material is fictitious. t
based upon training manuals that are similar to those used by the City of Miami Department ¢
Fire-Rescue to train new firefighters. You do not need to memorize the information in this
section. You do need to be able to demonstrate that you understand this type of material when
it is presented to you.

This section contains three parts and one appendix. Each part is described below.

23



Part 1: Palmdale Fire Department Rules and Regulations

This part presents the Rules and Regulations for the fictitious fire department in the fictitious city
called Palmdale. The rules and regulations in a fire department form the foundation for
department activities. It is critical that all personnel understand and follow the Rules and
Regulations for the department to operate effectively. The Rules and Regulations that you have
been provided with all pertain to Fire Department personnel. The following sub-sections are

included in this part of the booklet:
= Organizational Structure

» Rules and Regulations

» Glossary of Terms

Part 2: Firefighting Basics

The information presented in this part of the booklet is based upon firefighting training manuals
that are similar to those used by the City of Miami Department of Fire-Rescue to train new
firefighters.

For the purpose of this examination several sub-sections have been included that cover
firefighting basics. Each sub-section presents several paragraphs of introductory material on a

particular topic. The topics covered are:

Fire Behavior

Fire Classification and Extinguishment

Firefighter Safety

Self-Contained Breathing Apparatus (SCBA)

The information presented on the above topics has been written solely for the purpose of this
test. The information is not intended to be comprehensive or descriptive of all of the aspects of
the topic covered. Furthermore, the information presented is not to be considered an

authoritative document on the topic.
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Part 3: Medical Information

The information presented in this part of the booklet is based upon medical reference manuals
that are similar to those used by the City of Miami Department of Fire-Rescue to train new
firefighters.

For the purpose of this examination, several sub-sections have been included that cover basic
first aid. Each sub-section presents several paragraphs of introductory material on a particular
topic. The topics covered are:

*» Introduction (Emergency Training Levels, First Responder Duties, and Personal Safety)
» Patient Assessment

= Medical Emergencies

The information presented on-the above topics has been written solely for the purpose of this
test. The information is not intended to be comprehensive or descriptive of all of the aspects of
the topic covered. Furthermore, the information presented is not to be considered an

authoritative document on the topic.

IMPORTANT

Study the information in this section very carefully. Although you
do not have to memorize the information, you need to be able to
demonstrate that you understand it completely when you take the
test. '
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Part 1: Palmdale Fire and Rescue Department

ORGANIZATIONAL STRUCTURE
The Palmdale Fire and Rescue Department is composed of 2 major divisions and 7 units. The
major divisions are Operations and Administrative Services. The units within each division are

described briefly below.

The Operations Division includes the following units:

Emergency Response

The Emergency Response Unit protects the 300,000 citizens of Palmdale from the hazards of
fire, explosions and other dangers through quick response and suppression. In addition to
traditional fire services, firefighter/paramedics provide emergency medical care to victims of
fires, accidents and sudden illnesses. The emergency response unit includes the 10 fire stations

located within the boundaries of Palmdale.

Fire Prevention

The Fire Preventioﬁ Unit is responsible for Fire Safety Permit inspections and for reviewing
building plans. The Fire Prevention Unit maintains the hydrant and water supply system
throughout the city and conducts water flow tests. This unit also supervises safety inspections in
all hazardous material occupancies, hospitals, and pubilic institutions. Fire investigators, who

respond to all fires of suspicious origin, are part of this unit.

Training

The major responsibility of the Training Unit is operating the Fire Academy where new recruits
are trained on firefighting and rescue procedures. The Training Unit also provides on-going
training in the areas of fire suppression, firefighting, and other related functions. The training unit

maintains a library of reference books, manuals, films and other visual training aids.

The Administrative Services Division includes the following units:
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Executive Office

The Executive Office manages and coordinates all aspects of the Department. This unit handles
the development of policy, plans, programs and budgets for the Department. This unit also
writes and updates the Standard Operating Procedures that are followed by the Operations
Division.

Mobile Services

The Mobile Services Unit services, repairs and maintains mobile equipment such as pumpers,
aerial ladders and rescue vehicles used in fire operations. This unit responds to on-the-scene

emergencies to repair and service fire apparatus on a 24-hour basis.

Human RBesources

The Human Resources Unit is responsible for personnel management functions including:
discipline, physicals, substance abuse testing, and light and limited duty personnel reviews and

background investigations.

Information Services

The Information Services Unit provides emergency radio dispatch of fire and rescue units and
coordinates their on-scene activities through the 911 Call Center and the Fire Dispatch Center
(FDC). This Unit also is responsible for managing computer-related functions and maintaining

all portable radio and communications equipment.

RULES AND REGULATIONS

General Responsibilities

Employees of the Fire and Rescue Department must follow all Rules and Regulations that apply
to Civil Service employees for the City of Palmdale as well as the Rules and Regulations set
forth for the Fire Department. Employees of the fire department (also called “members”) are
sworn personnel who have been trained for the position of firefighter. Members above the rank

of firefighter are called Officers.

The following ranks (from lowest to highest) make up the Department’s uniformed work force:
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e Firefighter (includes driver position)
e Lieutenant

e Captain

e District Chief

e Chief Fire Officer

s Assistant Fire Chief

e Fire Chief

A firefighter for the Palmdale Fire and Rescue Department will have duties and responsibilities
that include, but are not limited to, the following:

1. All firefighters shall report for duty on time. A firefighter will be late for duty if he or she
does not report in person at the prescribed time. He or she will be fined as appropriate
for the period of lateness and may receive appropriate discipline for being late. A fine

results in a loss of earned or vacation time.

2. Allfirefighters must be present for roll call each morning at 0630 hours. Any firefighter
who does not report in person at roll call will be late for duty. Absences from duty due to
illness, injury, or other causes must be reported to the firefighter’s supervisor prior to
0700 hours. The report must indicate the nature of the absence and where the
firefighter can be contacted. A firefighter will be considered Absent Without Leave
(AWOL) if he or she fails to communicate to his or her supervisor within 30 minutes of

the prescribed reporting time.

3. All firefighters will remain on duty until properly relieved. A firefighter who leaves duty
without being properly relieved will be consider Absent Without Leave (AWOL).

4. While on duty firefighters shall keep themselves and their assigned equipment in a state
of readiness to respond. They shall not take any action that would delay the response of

their apparatus.
5. Any injuries and ilinesses, whether sustained on or off duty, must be reported to the

Station Commander prior to reporting for duty. The firefighter will be required to submit
a properly completed Injury/lliness Form when reporting for duty. Firefighters shall report
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10.

11.

12.

13.

14.

injuries received while on duty to their supervisor at the earliest opportunity and in all
cases prior to going off duty.

While on Sick Leave, Injured Leave, or Leave Without Pay, a firefighter shall not be
gainfully employed.

Firefighters are allowed to exchange assigned duty times with other firefighters if they

have correctly followed all procedures for approval and documentation.

A firefighter may leave Station grounds only with permission of his or her Company
Officer. When detailed away from the station the firefighter's departure and return must
be recorded in the Station journal.

For the duration of the time, while on duty or standby, all firefighters shall be alert and
remain at their assigned duty posts until properly relieved. A firefighter shall be absent
from duty only when a supervising officer has granted permission.

A firefighter is responsible for being up-to-date on Department policies and procedures.

He or she shall review any information missed during an absence.

When receiving a direct call on an emergency from a citizen, the firefighter will carefully
make note of the address and the nature of the emergency. The firefighter will

immediately report the call to the alarm office and his or her supervisor.

Firefighters are responsible for inspecting, cleaning, and maintaining personal gear and
assigned equipment.

Firefighters are required to maintain their assigned equipment in a state of readiness.
They shall secure firefighting equipment on their currently assigned apparatus at alll

times during their tour of duty, and remove it at the end of their tour.
Firefighters will perform the daily inspections on their assigned breathing apparatus. If

pressure and conditions require corrections, they will record the necessary corrections
on the Breathing Apparatus Inspection Form.
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15.

16.

17.

18.

19.

20.

21.

22.

23.

When finding equipment belonging to another member or company, the firefighter will

secure it and immediately notify his or her Company Officer.

When finding an article of value at an emergency scene, a member will stay with the
article and have another member notify the Supervising Officer. If the officer is not
available, two members must document what has been found. Both members will then
take the object to the Supervising Officer. Cash registers, safes and similar objects
deemed to be holding cash shall not be opened.

Within 3 months of being assigned to one station, the firefighter must demonstrate
knowledge of the location of all sources of water for firefighting within the first alarm

boundaries.

After each run completed before 1900 hours, firefighters will assist in thoroughly
cleaning the apparatus and equipment. The Company Officer may require the apparatus
to be cleaned after 1900 hours at his or her discretion.

Firefighters will wear the life belt properly and have it secured anytime it will contribute
the safety of the operation. Firefighters will always have the life belt secured to the

aerial when manually operating a ladder pipe.

Firefighters will wear all assigned, or available, safety equipment when responding or

working at the scene of an emergency or drills, per current policies and procedures
Firefighters will wear appropriate safety equipment durihg routine work assignments
Wearing safety goggles while cleaning under the apparatus and/or performing other

duties where eye injuries may be received is mandatory.

No firefighter shall waste or illegally dispose of supplies or equipment issued by the
department.

Members will be assigned a station work detail for the tour of duty. They will promptly
start and complete their assigned station work details. Firefighters will maintain
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25.

26.

27.

28.

29.

30.

31.

32.

responsibility for their assigned work detail throughout their tour of duty. Once they
finish their station work details, firefighters shall notify their Company Officer.

A firefighter who is assigned to watch duty will follow the list of duties posted by the
Station Commander. While assigned on watch, the firefighter will secure and lock the

station by 2300 hours. After that time the firefighter may occupy the watch duty bed.

All beds that are not occupied are to be properly made up. All beds are to be made
before 0800 hours, and after occupying it, unless otherwise prescribed by the shift

commander.
Occupying of beds by off duty firefighters is not permitted.

In the absence of emergencies or work assignments, firefighters may sit, lounge, or nap
on their beds between the hours of 1230 hours to 1600 hours.

Firefighters are to avoid unnecessary activity and noise in the sleeping areas during the
designated sleeping hours from 1930 to 0630 hours.

When station work is completed, firéfighters may participate in card playing or games.
Under all circumstances, card playing and games must cease by 2200 hours.

Firefighters are not permitted to smoke in Fire Stations or while on Fire Department
apparatus.

All telephone calls shall be answered promptly in a courteous manner. Persons
answering the telephone must state their title, name, and location. The use of city
telephone equipment for long distance calling other than official business is prohibited.

All messages shall be delivered promptly to the person concerned.
All firefighters are required to have a valid Driver’s License. A firefighter must

immediately notify the Executive Office when a driver’s license has been revoked or

suspended.
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33. When asked to do so, firefighters will give their name, badge number, rank and
functional title.

34. Firefighters shall be neat and clean in appearance except when duties prevent it.

35. When conducting Department Business, firefighters will address Officers by their official
titles (e.g., Captain Roberts).

36. Firefighters are required to demonstrate satisfactory performance at the scene of

emergencies, while in training activities or while carrying out other assigned duties.
Firefighter Conduct

The Palmdale Fire and Rescue Department encourages officers to settle minor violations of
rules (Class 1 Violations) at the lowest level of supervision. Minor infractions can be handled
through a discussion between the immediate supervisor and the employee. The first discussion

on a minor incident will be documented in the firefighter’s personnel file.
Examples of Class 1 Violations include:

e Failure to follow uniform policy.

o Failure to perform station duties.

¢ Minor instances of inappropriate language.
e Minor instances of unprofessional behavior.

e Failure to follow departmental procedures — minor infractions.

If the employee fails to correct the behavior, the supervisor will then initiate the next steps in the

sequence of formal discipline.

The steps of formal discipline are:

Personnel File Notation - A written record or notation of a minor incident.
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Counseling Session - A supervisor meets with a subordinate for the purpose of a formal
discussion about performance problems. The discussion will be documented in the
employee’s personnel file.

Verbal Warning - The supetrvisor gives an official verbal warning to employees subordinate

in rank for Class | Violations of Department Regulations, Rules of Conduct or other orders
governing the Department. When given, an entry shall be made in the employee’s personnel
file.

Written Warning - The supervisor takes official action in writing for repeated verbal warnings,

or more serious violations that would not warrant suspension or dismissal.

Special Duty - The employee is assigned special work details or assignments in addition to

verbal or written warnings. Special Duty can only be given with approval of the Fire Chief.

Fine - An employee loses earned time or vacation time. A Fine requires written approval by
the Fire Chief. '

Suspension - The Fire Chief suspends an employee from duty with or without pay for a
specific period of time.

Reduction in Grade — The Fire Chief transfers an employee from a higher to a lower Civil

Service Classification.

Dismissal - The Fire Chief discharges an employee from employment with the City of
Palmdale.

Violations of Rules and Regulations involving conduct as described below are considered Class

2 Violations and must be handled through the chain of command and the formal disciplinary

process.

Violations of the following Rules of Conduct are Class 2 Violations:

1. Palmdale firefighters will not conduct themselves on or off duty in any manner that will
bring discredit to the department. - No firefighter will engage in unlawful activities while on
or off duty.
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10.

11.

12.

13.

14.

No firefighter will use or possess illegal drugs while on or off duty, nor report for duty

while under their influence.

No firefighter will drink alcoholic beverages or use non-prescribed narcotics or

tranquilizers while on duty, nor report for duty while under their influence.

Firefighters may not purchase or consume alcoholic beverages while wearing a

Palmdale Fire Department uniform.

No firefighter will remove anything from the scene of a fire or emergency without proper

authority.

Firefighters will not engage in sexual, ethnic, racial and/or religious harassment.
Firefighters will not engage in sexual activities while on duty.

Horseplay or any form of hazing is prohibited.

Firefighters will not intentionally provide false information to Department personnel.

All firefighters will be polite, courteous, helpful, respectful and refrain from the use of

profanity and/or abusive language while dealing with other employees or the public.
No altercations or fights of any sort are permitted.

Firefighters will treat others with respect and refrain from abusive treatment of any

person.

Firearms or ammunition may not be displayed, carried or stored on city property except
as required by official business of the City of Palmdale.

Firefighters may not accept money, rewards, gifts or valuable objects from any person

unless authorized to do so by the Fire Chief in accordance with city and state laws.
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15. All firefighters shall promptly obey all lawful orders.
Appearance Standards
Members of the Palmdale Fire and Rescue Department are required to maintain a professional
image in their appearance and grooming. Members who fail to follow the appearance standards

will be counseled by their supervisors. Members have the right to appeal any disciplinary action

taken as a result of failure to comply with these standards. The following are the department’s

appearance standards:

1. Fingernails: Fingernails shall be no longer than 1/4 inch from the tip of the finger for

males and females. Nail polish or nail decorations are not allowed in any form.
2. Fragrance. In order to be in line with department regulations concerning the use of
products that may cause allergic reactions, all colognes and other scented body

products are prohibited.

3. A clean shave is required except that mustaches and lip beards are permitted.

Mustaches and lip beards shall be neatly trimmed.

4. Sideburns: Sideburns shall not extend below the tip of the lower lobe of the ear. The

maximum width of the bottom of the sideburns shall not exceed 1.5 inches.

5. Jewelry: A watch or bracelet and one ring may be worn provided they are not of a size o

shape that would impéir job performance.

6. Earrings: Earrings of the post type that do not hang below the ear lobe or protrude so as

to pose a hazard of injury, may be worn. No more than one earring per ear may be worn
7. Necklaces may be worn if they are kept under the uniform .

8. Sunglasses may be worn outdoors only.
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9. Hair shail be kept neat and clean in appearance. Hair that exceeds the bottom of the
shirt collar shall be pulled back and held with a fastener. Hairstyles may not interfere

with the use of safety equipment such as helmets and SCBA masks.

10. Members appealing these standards must follow the proper chain of command. No
discipline shall be taken against any individual who disagrees with the interpretation of

this policy while they have an item(s) under appeal.

Uniform Standards

The following outlines the general policy concerning uniforms for members of the Palmdale Fire

and Rescue Department:

1. Members shall wear the Department issue standard uniform shirt with department issued
rank insignias, nameplate and badge, uniform pants, black safety shoes, solid black
leather belt, solid black socks, and uniform jacket (as required by weather conditions).

2. All shirts are to be tucked in at all times. Buttons are to be in place and buttoned except

at the neck. No excessive lint or strings on uniforms. Shoes will be clean and polished.

3. Members shall wear the dress uniform for (1) public presentations, (2) court
appearances, (3) funerals, and (4) occasions where the Shift Commander or higher rank

determines that a dress uniform is required.

4. The Dress Uniform consists of the standard uniform shirt, uniform trousers, approved
shoes, black leather belt, dress cap, black socks, uniform coat and black ties. All

department issued rank insignias, nameplate and badges will be worn.

5. Firefighters shall wear the Department issued uniform during daily activities from 0730 to
1600 hours. The dress cap may be worn with the daily uniform during roll call only. The
jumpsuit may be worn from 1600 to 0730 hours and the uniform blue or black t-shirt may
be worn during evening hours (1800 to 0730).
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11.

12.
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15.

16.

When the alarm does not require wearing full bunker gear, pérsonne| may respond in the
firefighters' daily uniform with bunker pants and boots.

The Department issued navy blue shorts or track pants and the blue or white t-shirt, or
comparable equivalents shall be the minimum standard for body covering while in the
common areas of all Fire Stations.

For physical fitness activities within the station grounds, the department issued shorts
and track pants may also be worn. Sportswear of the same colors as department issued

wear will be permitted.

While participating in physical fithess or other activities off station grounds, members are

to wear the department issued t-shirts at all times.

Emblems of rank are to be worn on the uniform shirts 1 1/2" from the point of the collar

and equal distance from the edges.

Nametags will be worn just above the flap of the right shirt pocket. The tag will be
centered with the shirt flap.

No other emblems or insignia are to be worn.

All uniforms shall be kept neat, clean and presentable at all times, except for temporary

wear when soiled in the performance of duty.
Uniforms that are not fit to wear will be submitted for replacement.

No alterations shall be made to any item of uniform equipment that will cause it to differ

from the established standard condition or appearance.

All uniform and equipment returned to the Uniform Stock Room shall be in a clean and
orderly condition.
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17. Employees are reéponsible for uniforms and equipment issued to them, and may be

required to pay for lost, damaged or stolen uniforms or equipment.
18. No part of the uniform shall be worn while off duty without permission.

19. Members may wear uniforms for up to 2 hours after going off duty or prior to arriving at

duty.

20. All uniforms and equipment issued to an employee will be marked with the member’s
badge number. On light color clothing black marker will be used and on dark clothing

white marker will be used.

21. When apparatus are on the streets, all bunker gear shall be stored in a secured place,

such as inside compartments, bed section, or the cabs of apparatus.
22. Wearing of helmets is optional when the apparatus is on the street.

23. Articles of clothing that come under question as to their appropriateness shall not be

worn until a decision is rendered from a higher supervisory level or the Fire Chief.

Communication Standards

1. All written communications shall be addressed to the Fire Chief as; "Director, Executive
Office, Palmdale Fire-Rescue.” Written communications must be forwarded through the
proper chain of command from the employee to his or her immediate supervisor and

continue to the next higher authority until it reaches the level of Fire Chief.

2. All employees referenced in the communication shall be provided copies of the

communication.

3. All official correspondence shall include the full names and titles or ranks of all
employees mentioned. The employee writing the document must sign the

communication using his or her full name, title or rank.

38




. If due to an emergency situation, it is not possible to prepare the required written
communication, a verbal report will be accepted temporarily. As soon as possible
following the emergency, the official written communication is to be submitted through the

proper channels.

. As a written communication passes up the chain of command, each supervisor must
initial the report and date the report. If it is appropriate for the supervisor to approve or
disapprove the document, he or she should give a brief explanation of the decision and

sign the document.

. Only the Incident Commander, the Fire Prevention Investigator, and the Public

Information Officer are authorized to make statements at the scene of an emergency.

. All employees are responsible for communicating pertinent information to other

employees. This is especially important at shift changes and on emergency scenes.
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GLOSSARY OF TERMS
Apparatus - Any Fire Department vehicle whose main purpose is fire suppression activities.
Administration — One of the two divisions of the Fire Department.
Assistant Fire Chief — appointed executive position in charge of a particular division.

Battalion/Shift — Members assigned to rotating tours of duty, which maintain continuous

manning of Fire Stations, synonymous with shift.

Bunker Gear - Protective clothing worn when responding to alarms and at the emergency

scene unless exceptions apply.

Battalion Commander - A Chief Fire Officer assigned to the Emergency Response Division

that supervises the District Chiefs assigned to their respective shift.

Commendation — An official written recognition from the Fire Chief for above average

performance of duties.

Company — An emergency apparatus, its equipment and the members assigned.

Company Officer — Fire Captain or Fire Lieutenant in command of an Emergency Apparatus.
Department — Synonymous with Department of Fire-Rescue.

Department Director — Synonymous with Fire Chief.

Deputy Fire Chief - Second in command to the Fire Chief. Synonymous with Chief of
Administration and Chief of Operations.

Discipline — File entry, formal counseling, verbal warning, written warning, special duty, relief

from duty, fine, suspension, reduction in grade, or dismissal.
District — Composed of geographic areas, with defined boundaries and the Fire Stations within.

District Chief — The Chief Fire Officer in command of one District of a Battalion/Shift.
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Division — One of the two major areas within the Department: Administrative Services Division

and Emergency Response Division.

Driver (or Driver Operator) - The Firefighter responsible for maintaining and driving an
assigned apparatus.

Employee — Any employee of the Department.

Engine Company - A group of Firefighters under the command of a Lieutenant.
Responsibilities include the operation and maintenance of a fire engine and the equipment
associated with it.

Fire Chief — Director, Department of Fire-Rescue.
Fire Station — Composed of buildings, grounds, apparatus, equipment and members assigned

Firefighter — A member of the Department who holds the classified Civil Service position of
Firefighter.

Member — An employee with a classified Civil Service position of Firefighter, Fire Lieutenant.
Fire Captain, District Chief, Chief or Chief Fire Officer, regardless of appointment or assignment
to unclassified position.

Military Time -Time based on a 24-hour clock where midnight is 0000 and noon is 1200. For
example, 1:00 a.m. is “0100 hours” and 10:45 p.m. is “2245 hours” in military time.

Officer — Executive Assistant, Fire Lieutenant, Fire Captain, Chief Fire Officer, Assistant Ch:et
Deputy Fire Chief and Fire Chief. '

Operations — One of the two divisions of the Fire Depariment.

Operations Officer — A Captain assigned to the Emergency Response Division with

administrative duties relating to the assignment of personnel.
Roster Report — A status report of employees present or absent.

Shift — Synonymous with Battalion.
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