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INTRODUCTION 
 

As fire service professional individuals already, the Maine Fire Service Institute understands the 
need for standardized yet contemporary rules; and concern of the Maine fire service for 
standardization of the fire training and certification programs. 

This document is intended to provide that information on the process, steps and helpful 
information to pursue certification as a Fire Service Instructor.   

Many changes have occurred in the certification process since Maine Fire Service Institute was 
accredited by the PRO Board in 2006 and Re-Accredited in 2013.   

This document attempts to include all the information that you, might find useful as you pursue 
your Fire Officer I&II. If, however, you do not find the information you need or have a question 
regarding the application or a procedure, please contact Peter Rines, Certification and 
Curriculum Manager.  

Maine Fire Service Institute 
Peter Rines, 
Certification and Curriculum Manager 
19 Sewall St. 
Brunswick, ME 04011 
207-844-2074 
prines@smccme.edu 
www.MaineFSI.org  
 
Thank you for your continued support of our efforts to provide quality training and certification 
opportunities and to assist you as well as the communities you serve to achieve your professional 
development and certification goals.  
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CERTIFICATION PROCESS 
 
 
 
The guidelines for the state certification program are designed to ensure accountability, 
consistency, and credibility of instruction, testing, and certification of fire fighters in the 
State of Maine. 
 
 
 

The main goals of the Certification program are: 
 
 
 
1.  To raise the level of fire protection for the State of Maine. 
 

 
2.  To improve training and education for the fire service of Maine. 
 

 
3.  To establish minimum basic training standards for fire protection personnel. 
 

 
4.  Issuance of certificates to persons who complete requirements for certification and pass 

the required state examinations. 
 
5.  To maintain records of persons who have obtained state certification. 
 
 
 
Fire Officer Certification is provided through Maine Fire Service Institute (MFSI).  MFSI 
shall certify officers based on a combination of requirements and qualifications. 
 
MFSI subscribes to the policy of nondiscrimination in all areas of race, color, religion, sex, 
age, national origin, or disability.  Entry level qualifications are reviewed to ensure that each 
applicant meets the specified requirements. 
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Fire Officer Certification 
 
 
Certification is granted to those individuals who meet the required qualifications and 
successfully pass the appropriate Fire Officer Certification examination. The requirements 
for Fire Officer are based on the Standard for Fire Officer Professional Qualifications, 
NFPA 1021 latest standards. All qualifications must be met and documentation supplied to 
the Certification Program Manager two weeks prior to admission to the examination. 
 
I. Applicants General Requirements for Fire Officer I & II Certification 
 
 
Certification as Fire Officer will be issued to those individuals who have met the following 
guidelines and  provided documentation verifying: 
 

A. Applicant must be certified by MFSI as a Fire Fighter I&II according to NFPA 1001-
latest standard. 

 

 
B. Instructor Certification - Applicant must hold current certification with MFSI as a Fire 

Service Instructor I or higher according to NFPA 1041 latest standard.. 
 

 
C. Proof of 5 Years Fire Service Experience and affiliated with a Maine Fire Department. 

 
D. Applicant must have successfully completed an approved Fire Officer I&II training 

program according to NFPA 1021 latest standard, and provided verification of 
successful completion of the course and all required practical skills. All progress charts 
and  practical skills results must be submitted to the Certification Program Manager for 
final approval. 

 
E. Applicant must attain a minimum score of 70% on the appropriate level of the MFSI 

Fire Officer I&II certification examination. 
 

 
F. Prior to obtaining certification at the Fire Officer II level, the applicant must first 

attain Fire Officer I certification. 
 

Applicants have one year from the time of course 
completion to complete the certification process 
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II. Fire Officer Guidelines for Course Approval 
 
 

MFSI will approve courses for the purpose of meeting the requirements of fire 
officer levels according to the following guidelines: 

 
A. The course must be approved by MFSI as meeting or exceeding the 

appropriate level of NFPA 1021 latest standard. 
 

B. The Lead Course Instructor must provide verification that the candidate has 
successfully completed the course and all required practical skills.  

**Reminder to all Program Coordinators**  
Progress charts must be to the Certification Program Manager office at 
least 2 weeks prior to the examination process. 

 
C. Training records for the course shall be maintained by the department and/or 

Lead Course Instructor. 
 

 
D. The Lead Course Instructor and/or department shall agree to inspection of 

course records during regular business hours if deemed necessary by MFSI. 
 
 

III. Requirements of Lead Course Instructor 
 
 

The Lead Course Instructor is defined as the individual responsible for course 
scheduling, arrangement of assistant instructors, and documentation for the course. 

 

 
A. Certification by MFSI at the Fire Officer level to be taught.  The Fire Officer 

requirement may be waived at the request of the Chief Officer of the authority 
having jurisdiction in the event no one on the department meets this requirement. 
It is then suggested that the instructor take the appropriate Fire Officer 
Certification exam with the class. 

 
B. Five years of experience with the fire service, three of which must be in an 

officer position. 
 
C. Certification as a Fire Service Instructor I (or higher) with MFSI. 

D. Responsible for all training records, course applications and practical skills. 

E. Lead Course Instructor must meet all requirements listed in Section I of this 
     booklet. 
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IV. Applying for Testing and Certification 
 

 
A.  Program Coordinators running a Fire Officer I&II program may apply for testing and 

certification by completing the "Application for Testing and Certification" form (see 
page 13). The application must include the following for certification consideration. 

 
1.  Applicant must provide full name and personal information 
 

 
2.  The Lead Instructor must indicate successful Fire Officer I and/or II course 

  completion. 
 
3.  The Fire Chief must attest that the applicant has met the criteria established 

  by MFSI and NFPA 1021 latest standard. 
 

4.  An affidavit must be submitted by all Regional Program Coordinators with 
completed progress charts, two weeks prior to any examinations. (page 14). 

 
B. Applicant must complete a SMCC Registration and an "Authorization for Release 

of Information" form (see page 15 and 17). 
 

C. Applicant must submit a copy of training records verifying his or her successful 
completion of an approved Fire Officer program.  Documentation of successfully 
completion of all practical skills must be submitted prior to certification being 
issued 

 
D. In order to receive Fire Officer I&II certification, applicants need to have Fire Fighter 

I&II and minimum Fire Instructor I to be certified. 
 

E. Individuals may apply for testing by selecting a location listed under the calendar of   
events posted on MFSI's website or by calling 207-844-2074. 
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V. Administration of the Fire Officer Certification Examination 
 

The Fire Officer I&II Certification Examinations will be generated and administered 
by the Maine Fire Service Institute. The certification exam bank is referenced to 
NFPA 1021 latest standards, and MFSI approved Fire Officer I and/or Fire Officer II 
course, Fire Officer Principles and Practice, Second Edition, Jones and Bartlett 
Publishers.  Applicants must take the certification exam within one year of completing the 
appropriate course.  

 

SAMPLE TEST QUESTION 
 

 
Emergency scenes are divided into three operating zones.  
They are   . 

a.  action, staging, and standby 
b.  operations, staging, and command  
c.  hot, warm, and cold zones 
d.  divisions, sectors, and command 

 
 
 

Applicants will have one and a half hours to complete the 100 question, multiple-
choice test for each level so there is a total of 200 questions for Fire Officer I&II.  
Following completion of the written examination, applicants will be notified by the 
Certification Program Manager as to whether they passed or failed.  The applicant 
must achieve a score of 70% on each of the two levels (Fire Officer I&II) of the 
exam in order to qualify for certification.  Applicants must successfully complete all 
practical skills and requirements of the Officer I&II Course. 
 
While MFSI  does not have an official criteria for challenging written exam 
questions, it does, however, respect the right for candidates who do choose to 
challenge a question and the opportunity to do so.  To formally challenge a written 
exam question or questions: 
 

1. The candidate must use the form on Page 20. 
2. The formal challenge must reach the Certification Program Manager within 15 

days of the completed exam. 
3. The question being challenged will be reviewed by the Director and the 

Certification Program Manager. 
4. The candidate shall provide a description of the question, and why it is being 

challenged.  The candidate needs to be very specific. 
5. After the review is completed the Director and Certification Program Manager 

will make a decision on the question. 
 

Three outcomes are possible 
A. The question is removed from the test bank. 
B. The question stays in the test bank 
C. The question is modified within the test bank. 
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6. The Certification Program Manager will inform the candidate making the 

challenge of the decision in writing within 15 business days after the receipt of a 
formal challenge. 

7. If it is decided that the question is invalid and is removed from the bank, it will 
not be scored on any of the exams in the last test this bank was used.   

 
Should a candidate fail an exam, he or she shall have one year from the course completion 
date to retest. The retest may be scheduled by submitting a request to the Certification 
Program Manager at the MFSI office.  The candidate must wait 30 days before a retest can 
be granted.  A different version of the test will be administered.  Proof of identification is 
required.  
 
Should a candidate fail the exam a second time, he or she must wait 30 days before they may 
retake the exam one more time. If on this attempt, the candidate should fail, they need to 
wait six (6) months before a retest may be given. After the six (6) month retest, if a passing 
grade is not achieved, NO OTHER RETESTS are allowed. 
 
If a candidate has not either tested or taken a retest within one year of course completion, 
his or her testing records will be deemed inactive and the entire course must be taken 
again to be eligible to test or for certification. 
 
MFSI does not retain any test scores other than pass/fail status letter for each candidate.  
Pass/fail status of 70% is indicated on each candidate's letter of notification.  Results will 
not be released to anyone over the phone so, do not call the MFSI Office requesting test 
scores.  Individual test score letter copies are filed in individual files that are stored in 
secured files in a secured room accessed only by MFSI staff. 

 
Upon request, pass/fail status of a candidate may be provided to the fire chief, training 
officer or lead instructor, provided the candidate has signed a release form authorizing 
MFSI to do so.  (Page 8) 
 
Applicants must successfully pass all of MFSI practical skills conducted during the 
completion of an approved course.  It is mandatory that all of the supporting 
documentation be submitted to the Certification Program Manager two weeks prior to 
starting the testing process.  Following receipt by MFSI, all of the skills will be 
reviewed and evaluated to determine whether the applicant has completed all required 
course training materials. Applicants will be notified by MFSI of only pass or fail 
status following evaluation of their individual skills. 
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VI. Applying for Fire Officer Reciprocity 
 
 
For Reciprocity, the candidate must mail in all documentation. Application must be 
original; all other documentation may be copies. MFSI will not accept any faxed or 
emailed applications. 
 
 
Individuals holding S t a t e  certification accredited by the International Fire Service 
Accreditation Congress (IFSAC) or the National Board on Fire Service Professional 
Qualifications (ProBoard) Department of Defense (DOD) and must comply with the 
following guidelines: 
 

A. Candidate must complete the Reciprocity application and SMCC registration card (See 
pg. 15 and pg. 16) and attach supporting documentation.  
 

B.  Certificates must clearly indicate NBFSPQ Accreditation for the level of certification 
and be verifiable from the accrediting agency. 

 
B. The candidate must be a member of a Maine Fire Department and must have a letter 

from the Fire Chief in order to request reciprocity. 
 

D  Applicant must meet the general requirements for certification as outlined in the 
appropriate certification booklet. 

 
E.  Must pay a $10.00 fee EACH level for the Reciprocity Certificate 

 
MFSI Certification Program Manager will review and verify all documentation.  Once 
documentation has been reviewed and verified to meet the certification criteria, the 
candidate will be issued reciprocity upon receipt for  payment of fees.  If documentation 
does not meet the certification requirements, the candidate will be denied reciprocity. The 
candidate would then be required to complete an approved training program and meet all 
certification requirements including but not limited to, passing written and practical skills 
certification exams. 
 
 

VII. Saving Clause 
 

 

The qualifications developed in this program shall not be used to render invalid any 
rank, qualification, or appointment acquired prior to the adoption of this program. 
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VIII.  Suspension, Revocation, or Denial 
 

 

Cheating will result in automatic failure and dismissal from the certification 
exam process. 

1.  If cheating is observed, the Proctor must immediately take the test materials 
from anyone involved and ask those involved to immediately leave the 
testing facility. 

2.  A candidate caught cheating will NOT be allowed to continue with a 
written test, to proceed with practical exam testing, or be allowed to 
retest at any level. 

3.  The Proctor shall seal these test packets and indicate on the packets that 
they were seized during an incident of cheating. The Proctor shall also write 
a memorandum to the Director of MFSI describing the incident in detail. 
This memorandum must be included when the test materials are returned to 
MFSI. 

4.  At the MFSI’s discretion, all certifications held by any individual 
accused of cheating on any Certification Exam may be revoked or 
suspended and the Fire Chief and/or Program Coordinator will be 
advised. 

 
The Director of Maine Fire Service Institute may suspend, revoke or deny 
certification to any fire service instructor when it is found that the individual: 

 
A. Has knowingly made a material misrepresentation of any information 

required for certification. 
 

B. Has knowingly by any means of false pretense, deception, fraud, 
misrepresentation or cheating, obtained training or certification. 

 
C. Fails to achieve a score of 70% on the certification examination or fails to 

successfully complete the practical skills exercise or assigned skills project 
during the course. 

 

 

All certifications currently held by the individual will be 
reviewed. 
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IX.    Appeal Process  
 

 
Upon the revocation or denial of a certification level, the decision may be appealed in 
writing to the Director within 15 days of the date of the revocation or denial letter. 
 
The Director may elect to: 

 

 
1. Deny the appeal without action 

 

 
2.  Hold an informal appeal hearing with the individual whose certification was 
revoked or denied  
 
3. Conduct an investigation of the circumstances surrounding the suspension, 
revocation or denial.  
 

 
The Director shall notify the individual submitting appeal within 45 day of receipt of 
the appeal of action to be taken. 
 
The decision of the Director is final. 

 

Failure of any state certification exam SHALL 
NOT be grounds for an appeal. 

 
 

Section X   Record Keeping 

Once your course is completed, you will receive a State Pro Board certificate with assigned 
numbers that belong to you.  KEEP YOUR ORIGINAL CERTIFICATE IN A SAFE 
LOCATION.  Provide your fire chief with a copy – do not lose the original. 

If for any reason, you have any changes to your address, please let MFSI know. 

If you have a name change, please fill out the form on page 18 and mail to: 

Maine Fire Service Institute 
Peter Rines, 
Certification and Curriculum Manager 
19 Sewall St. 
Brunswick, ME 04011 
207-844-2074 
prines@smccme.edu 
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XI.    Certification Flow Chart 

  

MFSI: 
 

Fire Fighter I 

Fire Fighter II 

MFSI: 
 
 

Fire Officer I 

Fire Officer II 

Fire Officer I & II

MFSI: 
 
 

Fire Instructor I 

Fire Instructor II 

Fire Instructor I & II

APPLICATION

PREPARATION

Written test will include questions 
from Fire Fighter I & II. 

Practical Skills test may include any 
objective from the latest standard. 

Certification for Fire Fighter I & II 
Latest Standard. 

APPLICATION

PREPARATION

Written test will include questions 
from Fire Instructor I & II.

Practical Skills test may include any 
objective/questions based on the 

latest standard.

Certification for Fire Instructor I & II 
Latest Standard. 

APPLICATION

PREPARATION

Written test will include questions 
from Fire Officer I & II.

Simulation Scenario  

Certification for Fire Officer I & II 
Latest Standard. 

PRE-REQUISITES  
Certification for: 

1. NFPA  Fire Fighter I & II 
2. NFPA  Fire Instructor I 
3. 5 years’ experience since age 18  

PRE-REQUISITES  
Certification for: 

1. NFPA Fire Fighter I & II 
2. 3 years’ experience since age 18  
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This form MUST be fully completed and submitted with this application. 

 

Application for Testing and Certification and Upgrade 
 

Location of Testing Date of Testing 
  

Check the Certification Test(s) Applying For 
Fire Fighter     ☐ Fire Fighter I    ☐ Fire Fighter II 
Fire Instructor     ☐ Fire Instructor I    ☐ Fire Instructor II 
Fire Officer     ☐ Fire Officer I    ☐ Fire Officer II 

Personal Information 
 

Last Name First Name M.I. 
   

Mailing Address City State Zip Code 
    
Home Phone Cell Phone Email Address 
  

Authorization for Release of Information 
I, (Print Full Name)   
hereby certify that all statements made on or in connection with this application are true and complete to 
the best of my knowledge and belief. I understand and agree that any misstatements or omissions of 
material facts will cause denial or forfeiture of my certifications. 
 
Also, by signing this form, I hereby authorize the release of any or all information concerning my 
enrollment status for the courses requesting certification and certification exam results only to the Chief 
Officer or his designee of my organization. 
A photo-static copy of this authorization will be considered as effective and valid as the original. 
 

Signature of Applicant:  ____________________________________________Date:________   
 

To be completed by the Lead Instructor of a MFSI Registered and Approved Course 
 
It is hereby confirmed that the above applicant has attended and successfully completed an approved course as checked above. 
 
Location: ____________________________________________________________________________________________________________ 
 

Signature:  ____Date:   
 

 
Hazardous Materials Levels & Fire Fighter I and II ONLY 

To be completed by applicants Fire Chief, Academy Representative or Agency Supervisor 
 
I certify that the above applicant meets the physical and medical requirements set down by the ______________________________________  
to perform the duties of the applicable NFPA standard.                                                                                    (Authority Having Jurisdiction) 
 
Signature:  Date:   
 

 

 

 
Testing will be scheduled by the Maine Fire Service Institute. 

COMPLETED APPLICATION MUST BE RECEIVED AND APPROVED PRIOR TO TESTING
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Program Coordinator 
Training Completion Affidavit 

 
THIS AFFIDAVIT MUST BE SUBMITTED 2 WEEKS PRIOR TO ANY TESTING 

 
Date:___________ 
 
Program Name:______________________________ 
 
I certify that                                               _______________ (Program Name) has completed 
t h e  necessary training represented in the attached Progress Charts.  
 
Training Program Start Date:______________________ 
 

Training Completion Date:________________________ 

 
Progress Charts Date To Be Mailed:____________________ 
 

A list of candidates to test MUST be attached. See the Fire Chiefs Permission to Participate 

form (pg. 17) 

   
I attest that to the best of my knowledge, the information and statements submitted in this 

document, its attachments and supporting documents are true and correct and that all responses 

to the questions are full and complete, omitting no material information.  I understand that any 

misinformation or misrepresentation may result in the program candidate’s dismissal from the 

certification process. 

 

Program Coordinator Name:__________________________________  

            Please Print 

 

Program Coordinator Signature:_______________________________ 

Date:___________________ 

 

 

MFSI Received By:_______________________________________ Date:________________ 
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RECIPROCITY 
APPLICATION 

NAME__________________________________ SOC. SEC. # ____________________________ 
 

ADDRESS_______________________________________________________________________  
 

TOWN_____________________________ STATE_______________ ZIP________________ 
 

F.D. POSITION__________________________________  
 

E-MAIL__________________________ 
 
TEL. # (H)_________________________________(C/W)______________________________ 

 

RECIPROCITY LEVEL APPLIED FOR 
 

          FIREFIGHTER I  

OFFICE SECTION 
 

RECIPROCITY DENIED _____________ RECIPROCITY GRANTED____________ DATE _____________ 
 

TESTING COORDINATOR________________________________________ 
 

          FIREFIGHTER II  

OFFICE SECTION 
 

RECIPROCITY DENIED _____________ RECIPROCITY GRANTED____________ DATE _____________ 
 

TESTING COORDINATOR________________________________________ 
 

FIRE INSTRUCTOR I & II (counts as two certificate levels) 
 

OFFICE SECTION 

RECIPROCITY DENIED _____________ RECIPROCITY GRANTED____________ DATE ____________ 

TESTING COORDINATOR________________________________________         
           

           FIRE OFFICER I & II (counts as two certificate levels)                  
OFFICE SECTION 

 

RECIPROCITY DENIED _____________ RECIPROCITY GRANTED____________ DATE _____________ 
 

TESTING COORDINATOR________________________________________         
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Fire Department Individual Affiliated Candidate 
Fire Chief’s Permission to Participate Form 

 
The following listed member of the                                       Fire Department is authorized to participate in 
the ___________________program to be conducted at the _______________Fire Department 
on______date________.  

 
(THIS SECTION MUST BE FILLED OUT BY THE CHIEF OF THE DEPARTMENT) 

Name of Department__________________________________________________________ 

   YES     NO    1.  All participating firefighters are covered by Worker’s compensation. 

   YES     NO    2.  All participating firefighters are not presently drawing Worker’s compensation benefits. 

   YES     NO    3.  All students attending hands on training are medically and physically fit and aware of the physical demands  

   YES     NO    4.  All students attending training sessions requiring the use of S.C.B.A. have met the Maine State Respiratory                     
Standard 1910.134  

 
Signature of Chief:  ____________________________________________Date:________   
 

 

Candidate’s Authorization of Release of Information 

I, (Print Full Name)   
hereby certify that all statements made on or in connection with this application are true and complete to 
the best of my knowledge and belief. I understand and agree that any misstatements or omissions of 
material facts will cause denial or forfeiture of my certifications. 
 
Also, by signing this form, I hereby authorize the release of any or all information concerning my 
enrollment status for the courses requesting certification and certification exam results only to the Chief 
Officer, Program Coordinator or his designee of my organization. 
 
A photo-static copy of this authorization will be considered as effective and valid as the original. 
 
 

Signature of Applicant:  ____________________________________________Date:________   
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Please submit form to: 

MFSI/Southern Maine Community College 

Attn:  Peter Rines, Certification Program Manager 

19 Sewall St., Brunswick, ME  04011 

Fax: (207) 729‐9079 – Email: prines@smccme.edu 

PERSONAL INFORMATION CHANGE 
 
Name:  ___________________________________________________ Student ID#:  _______________________ 
            First    Middle    Last 

 
I authorize the college to change my personal information as indicated below.  

 

X_________________________________________________________ 
  ________________________ 
      Signature (required)                 Date 

 
CHANGE OF NAME – please attach a copy of your new Social Security Card with your new legal name.  Name change requests 

without a copy of the new SSN card will not be processed. 

 
1. Name:  Previous name:                   

Last      First      MI 

 
New Name:                   

Last                 First      MI 

 
CHANGE OF ADDRESS 
 
3. New Address:                      __________________________________________________________ 
                                        Street (or PO Box) 

 
                 

City      State    Postal Code 

 
 
CHANGE OF E‐MAIL 
 
4. E‐Mail:      __________________________________________________________ 
 
CHANGE OF PHONE NUMBER 
 
5. Current Cell Phone:    (____) _______  _______________ 
 
6. Current Home Phone:    (____) _______  _______________ 

 
Office use: 
Processed by: ___________________  Date:  ________________ 
 

Change of Name   File Pulled:   Label Changed:     Distribution:     Complete: 
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How to Obtain a SID number 

As of September 1st 2012 the National Fire Academy requires all students to 
register a Student Identification Number for all National Fire Academy offered 
courses.  

 Please see below for basic instructions, and please remember to keep your 
SID number for future classes with the National Fire Academy, for this number is 
assigned to you permanently.  Thank you for continuing your fire service education 
with the Maine Fire Service Institute and the National Fire Academy.    

Be safe, 

Maine Fire Service Institute 

 

To obtain a SID 

1. Register at https://cdp.dhs.gov/femasid 

2. Select "Register for a FEMA SID?" on the right side of the screen. 

3. Follow the instructions to create your account. 

4. You will receive an email with your SID. Save this number in a secure 
location. 

 

Use the SID in place of the SSN on the General Admissions Application Form (FEMA 

Form 119-25-1) and General Admissions Application Short Form (FEMA Form 119-25-2). 

 

***Please ask your Lead Instructor for the necessary NFA Forms*** 
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Maine Fire Service Institute 
Written Exam 

Question Challenge Form 
Form date October 24, 2016 

 Candidate Instructions:  (Ref. Certification Manual section 2.6.5) 
 
This form shall be completed by the candidate that desires to challenge any question in the exam. Please use 
one form per challenge question.  Upon completing and signing the form, please return to the Certification 
Program Manager.  The Candidate will be notified in writing regarding the finding of the review within 15 
working days. 
STUDENT INFORMATION: 

Candidate Name______________________ Date______________ Phone #_______________________ 

Mailing Address____________________________________ State________________ Zip___________ 

Program Name_____________________ Program Coordinator__________________________________ 

What curriculum was used during your training program? ______________________________________ 

EXAM INFORMATION: 

Exam date______________ Exam location_______________ Exam Proctor_______________________ 

Exam Level:  
Fire Fighter  I___   Fire Fighter II___     

 Fire Inst. I___   Fire Inst. II___ 
Fire Officer I___   Fire Officer II___  
 

QUESTION INFORMATION: 
 

Question number____ 
 

What is the problem with the question? 
_____________________________________________________________________________________ 
_____________________________________________________________________________________ 
_____________________________________________________________________________________ 
 

Candidate Signature ____________________ Date ______________ 
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Fire Officer I & II                 NFPA: 1021 
 

Candidate Name:_______________________________________________Date:________ 
 
 

w 
 

 
Assignment can be found on J & B workbook pg. 9 

 
Prepare a brief description of duties assigned to the Officers (including Chief Officers) of 
your Fire Department.  Include an Organization Chart of your FD. 
 

o APA  Format 

o Double spaced, Typed 

o Proper format for question 

o Table of contents, references if used 
Content: Organizational Chart with descriptions included, notes or power point 
slides for presentation included 
. 

o Comments:________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
____________________________________ 

 
 
Pass/Fail________________________________ 
 
Evaluator Printed Name:_____________________________________________ 
 
Evaluator Signature:_________________________________________________ 
 
 

Skill Sheet #1                                        IN BASKET #1 
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Fire Officer I & II                 NFPA: 1021 
 

Candidate Name:_______________________________________________Date:________ 
 
 

w 
 

 
Assignment can be found on J & B workbook pg. 15 

  
Prepare a response to a high school student’s e-mail requesting information on the chain of 
command and career progression for fire fighters within your department. 
 

o APA Format 

o Double spaced, Typed 

o Proper format for question 

o Table of contents, references if used 

o Content: Response in layman’s terms that civilian would understand, etc. 

o Comments:________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
____________________________________ 

 
 
Pass/Fail________________________________ 
 
Evaluator Printed Name:_____________________________________________ 
 
Evaluator Signature:_________________________________________________ 
 
 
 
 
 

Skill Sheet #2                                    IN BASKET #2 
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Fire Officer I & II                 NFPA: 1021 
 

Candidate Name:_______________________________________________Date:________ 
 
 

w 
 

 
Assignment can be found on J & B workbook pg. 21 

 
Develop notes for a five-minute presentation to a general community meeting aimed at 
recruiting members for your volunteer fire department. 
 

o APA Format 

o Double spaced, Typed 

o Proper format for question 

o Table of contents, references if used 

o Content: Notes  in layman’s terms that civilian would understand, note form or 
power point slides. 

o Comments:________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
____________________________________ 

 
 
Pass/Fail________________________________ 
 
Evaluator Printed Name:_____________________________________________ 
 
Evaluator Signature:________________________________________________ 
 
 
 
 

Skill Sheet #3                                    IN BASKET #3 
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Fire Officer I & II                 NFPA: 1021 
 

Candidate Name:_______________________________________________Date:________ 
 
 

w 
 

 
Assignment can be found on J & B workbook pg. 29 

 
Prepare a media release to promote one of your fire department’s public education 
programs or to provide information regarding a recent emergency response. 

o APA Format 

o Double spaced, Typed 

o Proper format for question 

o Table of contents, references if used 

o Content: Complete, appropriate format and content. 

o Comments:________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
____________________________________ 

 
 
Pass/Fail________________________________ 
 
Evaluator Printed Name:_____________________________________________ 
 
Evaluator Signature:________________________________________________ 
 
 
 
 

Skill Sheet #4                                                       In Basket#4 
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Fire Officer I & II                 NFPA: 1021 
 

Candidate Name:_______________________________________________Date:________ 
 
 

w 
 
 

Assignment can be found on J & B workbook pg. 37 
 
The third most frequent category of fire fighter fatalities includes asphyxiation and burns.  
Review your department procedures for fire fighter survival and proper use of PPE.  
Discuss these procedures with your crew and develop improvements to these procedures.  
In a memo to your Chief, present the improvements that were developed. 

o APA Format 

o Double spaced, Typed 

o Proper format for question 

o Table of contents, references if used 

o Content: Agency forms used or developed, proper procedure followed. 

o Comments:________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
____________________________________ 

 
 
Pass/Fail________________________________ 
 
Evaluator Printed Name:_____________________________________________ 
 
Evaluator Signature:________________________________________________ 
 
 
 

Skill Sheet #5                                                          IN BASKET #5 
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Fire Officer I & II                 NFPA: 1021 
 

Candidate Name:_______________________________________________Date:________ 
 
 

w 
 

Assignment can be found on J & B workbook pg. 50 
 
 
Develop a list of five questions that you would use to interview individual firefighters to 
find what motivates them.  Explain what information you would expect to gain from each 
question. 

o APA Format 

o Double spaced, Typed 

o Proper format for question 

o Table of contents, references if used 

o Content: Questions complete with appropriate explanation 

o Comments:________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
____________________________________ 

 
 
Pass/Fail________________________________ 
 
Evaluator Printed Name:_____________________________________________ 
 
Evaluator Signature:________________________________________________ 
 
 
 
 
 

Skill Sheet #6                                                               In Basket #6 
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Fire Officer I & II                 NFPA: 1021 
 

Candidate Name:_______________________________________________Date:________ 
 
 

w 
 

Assignment can be found on J & B workbook pg. 50 
 
 
 
Using the information and theories in this chapter, evaluate your present form of 
leadership and identify three changes to improve your current leadership style. 

o APA Format 

o Double spaced, Typed 

o Proper format for question 

o Table of contents, references if used 

o Content: Complete, identified 3 changes, provides explanation. 

o Comments:________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________ 

 
 
Pass/Fail________________________________ 
 
Evaluator Printed Name:_____________________________________________ 
 
Evaluator Signature:________________________________________________ 
 
 

 
 

Skill Sheet #7                                                         IN BASKET #7 
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Fire Officer I & II                 NFPA: 1021 
 

Candidate Name:_______________________________________________Date:________ 
 
 

w 
 

 
Assignment can be found on J & B workbook pg. 58 

 
Identify a training need in your department and prepare a report outlining the resources 
required, schedule considerations and the process for evaluation or certification of 
training. 

o APA Format 

o Double spaced, Typed 

o Proper format for question 

o Table of contents, references if used 

o Content: Complete, proper format, agency forms or developed. 

o Comments:________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________ 

 
 
Pass/Fail________________________________ 
 
Evaluator Printed Name:_____________________________________________ 
 
Evaluator Signature:________________________________________________ 
 
 
 
 
 

Skill Sheet #8                                                              In Basket #8 
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Fire Officer I & II                 NFPA: 1021 
 

Candidate Name:_______________________________________________Date:________ 
 
 

w 
 

 
Assignment can be found on J & B workbook pg. 69 

 
A fire fighter assigned to one of your stations of responsibility has continuously been late 
for work and has repeatedly been graded poorly on his skills evaluations.  You are 
attempting to help him or her establish specific and measureable goals designed to help 
improve their work performance.  Establish a brief list of specific goals to aid him or her 
and how these goals would be measured. 

o APA Format 

o Double spaced, Typed 

o Proper format for question 

o Table of contents, references if used 

o Content: Complete, proper format and content 

o Comments:________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________ 

 
 
Pass/Fail________________________________ 
 
Evaluator Printed Name:_____________________________________________ 
 
Evaluator Signature:________________________________________________ 
 
 

Skill Sheet#9                                                          IN BASKET #9  
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Fire Officer I & II                 NFPA: 1021 
 

Candidate Name:_______________________________________________Date:________ 
 
 

w 
 

 
Assignment can be found on J & B workbook pg. 73 

 
A fire fighter under your supervision has filed a grievance against another fire fighter on 
the same shift for inappropriate comments and behavior.  Prepare and complete 
documentation for the grievance and for how you would handle the situation to maintain 
shift operation. 

o APA Format 

o Double spaced, Typed 

o Proper format for question 

o Table of contents, references if used 

o Content: Complete, proper format and content 

o Comments:________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________ 

 
 
Pass/Fail________________________________ 
 
Evaluator Printed Name:_____________________________________________ 
 
Evaluator Signature:________________________________________________ 
 
 
 

Skill Sheet #10                                                          IN BASKET #10 
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Fire Officer I & II                 NFPA: 1021 
 

Candidate Name:_______________________________________________Date:________ 
 
 

w 
 

 
Assignment can be found on J & B workbook pg. 85 

 
Describe your department’s efforts at using social media to reach out to the community.  
Discuss how these efforts can be improved. 

o APA Format 

o Double spaced, Typed 

o Proper format for question 

o Table of contents, references if used 

o Content: Complete, proper format and content  

o Comments:________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________ 

 
 
Pass/Fail________________________________ 
 
Evaluator Printed Name:_____________________________________________ 
 
Evaluator Signature:________________________________________________ 
 

 
 
 

Skill Sheet #11                                                                   IN BASKET #11 
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Fire Officer I & II                 NFPA: 1021 
 

Candidate Name:_______________________________________________Date:________ 
 
 

w 
 

 
Assignment can be found on J & B workbook pg. 91 

 
Outline a departmental problem or issue complete with evidence and provide a written 
proposal for policy development or modification to solve the issue. 

o APA Format 

o Double spaced, Typed 

o Proper format for question 

o Table of contents, references if used 

o Content: Complete, proper format and content, developed and agency forms. 

o Comments:________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________ 

 
 
Pass/Fail________________________________ 
 
Evaluator Printed Name:_____________________________________________ 
 
Evaluator Signature:________________________________________________ 
 
 
 
 
 
 

Skill Sheet #12                                                                   IN BASKET #12 
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Fire Officer I & II                 NFPA: 1021 
 

Candidate Name:_______________________________________________Date:________ 
 
 

w 
 

 
Assignment can be found on J & B workbook pg. 98 

 
Prepare a pre-incident plan for your fire station. 

o APA Format 

o Double spaced, Typed 

o Proper format for question 

o Table of contents, references if used 

o Content: Complete, proper format and content, developed and agency forms. 

o Comments:________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________ 

 
 
Pass/Fail________________________________ 
 
Evaluator Printed Name:_____________________________________________ 
 
Evaluator Signature:________________________________________________ 
 
 
 
 
 

Skill Sheet #13                                                                      IN BASKET #13 
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Fire Officer I & II                 NFPA: 1021 
 

Candidate Name:_______________________________________________Date:________ 
 
 

w 
 

 
Assignment can be found on J & B workbook pg. 106 

 
Utilizing AFG criteria, prepare a grant proposal for replacement of your department’s 
self-contained breathing apparatus. 

o APA Format 

o Double spaced, Typed 

o Proper format for question 

o Table of contents, references if used 

o Content: Complete, proper format and content, note format or Power Point slides. 

o Comments:________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________ 

 
 
Pass/Fail________________________________ 
 
Evaluator Printed Name:_____________________________________________ 
 
Evaluator Signature:________________________________________________ 
 

 
 

Skill Sheet #14                                                                     IN BASKET #14 
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Fire Officer I & II                 NFPA: 1021 

 
Candidate Name:_______________________________________________Date:________ 
 
 

w 
 

 
Assignment can be found on J & B workbook pg. 116 

 
Prepare a written document for your last structure fire that could be referenced during a 
post-incident review. 

 

o APA Format 

o Double spaced, Typed 

o Proper format for question 

o Table of contents, references if used 

o Content: Complete, proper format and content, note format or Power Point slides. 

o Comments:________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________ 

 
 
Pass/Fail________________________________ 
 
Evaluator Printed Name:_____________________________________________ 
 
Evaluator Signature:________________________________________________ 

 

Skill Sheet #15                                                                    IN BASKET #15 
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Fire Officer I & II                 NFPA: 1021 

 
Candidate Name:_______________________________________________Date:________ 
 
 

w 
 

 
Assignment can be found on J & B workbook pg. 123 

 
Prepare a proposal for a change in your department’s SOG’s, requesting they are updated 
to reflect and support the 11 Rules of Engagement for Structural Firefighting from the 
IAFC. 

o APA Format 

o Double spaced, Typed 

o Proper format for question 

o Table of contents, references if used 

o Content: Complete, proper format and content. 

o Comments:________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________ 

 
 
Pass/Fail________________________________ 
 
Evaluator Printed Name:_____________________________________________ 
 
Evaluator Signature:________________________________________________ 
 

 

Skill Sheet #16                                                                         IN BASKET #16 
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Fire Officer I & II                 NFPA: 1021 
 

Candidate Name:_______________________________________________Date:________ 
 
 

w 
 

 
Assignment can be found on J & B workbook pg. 105 

 
Part 1 – Prepare a training plan based on building construction and fire behavior.  
Objectives should include addressing structure age, type of building materials used and 
modern fire behavior. 

Part 2 – Develop a standard operation procedure for a rapid intervention crew to follow in 
preparation for stand-by orders.  

o APA Format 

o Double spaced, Typed 

o Proper format for question 

o Table of contents, references if used 

o Content: Both parts complete, proper format and content. 

o Comments:________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________ 

 
 
Pass/Fail________________________________ 
 
Evaluator Printed Name:_____________________________________________ 
 
Evaluator Signature:________________________________________________ 

Skill Sheet #17                                                             IN BASKET #17
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Fire Officer I & II                 NFPA: 1021 
 

Candidate Name:_______________________________________________Date:________ 
 
 

w 
 

 
Assignment can be found on J & B workbook pg. 137 

 
After attending and taking part in a fire investigation, complete an investigative report. 

o APA Format 

o Double spaced, Typed 

o Proper format for question 

o Table of contents, references if used 

o Content:  Proper format and content. 

o Comments:________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________ 

 
 
Pass/Fail________________________________ 
 
Evaluator Printed Name:_____________________________________________ 
 
Evaluator Signature:________________________________________________ 

 

 

Skill Sheet #18                                                                 IN BASKET #18 



   
 

07/14         Fire Officer I & II     39 | P a g e  
 

Maine Fire Service Institute 
Certification and Testing Policy Procedures Manual

 

Fire Officer I & II                 NFPA: 1021 
 

Candidate Name:_______________________________________________Date:________ 
 
 

w 
 

 
Assignment can be found on J & B workbook pg. 147 

 
Part 1-In a letter to your supervisor, identify the main human factors that have led to 
errors you have witnessed during emergency responses and provide suggestions on how to 
improve the errors. 

Part 2- Develop a mission statement model, identifying the main components of your 
philosophy on leadership. 

o Presentation, Binder,  Folder, Cover page, Name, Date, Format 

o Double spaced, Typed 

o Proper format for question 

o Table of contents, references if used 

o Content: Both parts complete, proper format and content. 

o Comments:________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________ 

 
 
Pass/Fail________________________________ 
 
Evaluator Printed Name:_____________________________________________ 
 
Evaluator Signature:________________________________________________  

Skill Sheet #19                                                                   IN BASKET #19 
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Fire Officer I&II 
Simulation Application/Evaluation Exercises 

 
Overview and Expectations 

Purpose 
The purpose of the simulation application/evaluation exercises is to serve as both realistic practice and a 
practical final exam for Fire Officer I & II candidates.  During the Fire Officer I Academy, the 
knowledge, skills and attitudes (KSA’s) required of fire officers at the first level have been introduced in 
classroom sessions and applied in group discussions and simulations.  The last step in this training 
process is practice and testing. 

The candidate’s real “final exam” is back home, on the street.  MFSI’s goal is to ensure that student’s 
successful demonstration of KSA’s at the Fire Officer I & II Academy will translate into success and 
safety on the job. 

Expectations 
The goal of this booklet is to make the expectations of all participants (MFSI, Officer I&II candidates, 
firefighters, host FD’s etc.) clear.  In support of this goal, the following information is provided: 

 An overview of the simulation application/evaluation exercises 

 Explanation of the processes to be followed during the simulations 

 Fire Officer I & II Candidate expectations, detailed in skill check sheets listing performance 
objectives and quality indicators for each assignment 

 Company member expectations detailed in FFI or FFII skill check sheets 

Process 
Exercises will be conducted as a series of simulated fire training evolutions.  After each simulation, 
candidates will rotate to new assignments.  By random selection, candidates will be given at least 5 of a 
possible 10 practical assignments.  Since candidates will not be given all possible assignments, similar 
assignments have been paired, and a rotation developed to ensure that each candidate demonstrates at 
least one of each set.  The pairings include: 

 Attack or Search & Rescue (leading a team of firefighters) 

 Backup or Ladder/Vent (leading a team of firefighters) 

 Safety or Incident Command (individual assignment) 

 Tactical Status or Entry Control (individual assignment) 

 Public Information or Rapid Intervention (individual assignment) 
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After being assigned, candidates will be briefed by a MFSI evaluator using skill check sheets for that 
assignment.  If the assignment requires leading a team of firefighters, the team members’ skill check 
sheets will also be used.  Fire Officer Candidates assigned as team leaders are responsible for their 
own performance and the performance of their company/team during the evolution.  Team leaders 
will be expected to correct improper or unsafe actions by company members immediately. 

Candidates who do not demonstrate assigned skills “to standard” (i.e. as well as required by skill check 
sheet objective and quality indicators) during the evolution will be debriefed, allowed to practice, and 
then be given a second opportunity to demonstrate the skills.  If time permits, additional opportunities 
may be given, if necessary. 

Per MFSI policy, candidates who do not demonstrate each tested skill the day of the practical exam will 
be required to demonstrate all practical skills of MFSI Fire Officer I&II at a future date.  MFSI will work 
with the candidate to arrange for future practice and evaluation opportunities.  Fire Officer I completion 
credit will be held until the candidate meets all requirements. 

Summary 
The Fire Officer I&II practical application/evaluation exercises provide an opportunity for candidates to 
put their leadership skills to work in a realistic context-preparing, responding, leading and managing a 
simulated fire training incident. 

The exercises serve both as a practice and evaluation session.  Fire Officer I & II candidates who need 
more than one chance to develop mastery of required practical skills will be given at least a second 
opportunity and more opportunities if time permits. 
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Skill Drill #1 Incident Command 
NFPA: 4.2.1 / 4.2.2 / 4.2.3 / 4.2.6 

FIRE OFFICER I & &II               NFPA:1021 
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Skill Drill #2 Simulated Fire Attack - Backup 
NFPA: 4.2.4 / 4.2.5 

NFPA: 1021 FIRE OFFICER I & &II               NFPA:1021 
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Skill Drill #3 Simulated Fire Attack – Search and Rescue 
NFPA: 4.2.4 / 4.2.5 

NFPA: 1021 FIRE OFFICER I & &II               NFPA:1021 
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Skill Drill #4 Simulated Fire Attack – Ladder/Vent 
 

NFPA: 1021 FIRE OFFICER I & &II               NFPA:1021 
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FIRE OFFICER I & &II               NFPA:1021 
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FIRE OFFICER I & &II               NFPA:1021 
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FIRE OFFICER I & &II               NFPA:1021 
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FIRE OFFICER I & &II               NFPA:1021 
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FIRE OFFICER I & &II               NFPA:1021 
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  FIRE OFFICER I & &II               NFPA:1021 
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Skill Drill #11 Public Information 
NFPA: 4.3.1 / 4.3.2 / 4.3.3 

NFPA: 1021 
FIRE OFFICER I & &II               NFPA:1021 
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MISSION 
 

The Mission of Maine Fire Service Institute is 
to assist in the development of skills and 

abilities in support of Maine’s Fire Service at 
the local, regional and State level in 

collaboration with the fire chiefs of Maine. 
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